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Accessing Electronic Case
Filing (ECF) for Attorneys

To access the CM/ECF system, open your web browser. (ECF is
certified for use with Netscape Navigator 4.7 or higher web browser or
Internet Explorer versions 5.5 and higher.) Familiarity with browser
navigation and functionality is recommended for successful and efficient use
of this system.

STEP 1 To access the WVSD ECF site from the web browser, enter the
URL address in the Address field:

(http://ecf.wvsd.uscourts.gov) and press Go. [gd e

An example of the WVSD ECF web page is shown below (see
Figure 1).

Welcome to the West Virginia Southern District CM/ECF System

Log in to the District CMV/ECF System
Version 2.3

The District CMUECF Database will not be available

from 4:45 a.n. until 5:00 a.m. each morning due to routine maintenance

19 December 2004

Figure 1 — WVSD ECF Web Page

SDWV - 06/01/2005 Page 3
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STEP 2 Click on the link “Log in to the District CM/ECF System.”

The system will display the ECF/PACER Login screen (see Figure 2).

WVSD ECF/PACER Login Version 2.3

Notice

This is a Restricted Web Site for Cfficial Court Business only. Unauthorized entry is
prohibited and subject to prosecution under Title 18 of the U5 Code. All activities and
access attempts are logged.

Instructions

Enteryour ECF login and password for electronic filing capabilities. If you do not need
filing capabilities, enter your PACER login and password. If you do not have a PACER
login, contact the FACER Service Center to establish an account. You may register
online at http:fpacer psc uscourts gov or call the PACER Service Center at {(800) 676-
G856 or (210) 301-6440,

An access fee of $.08 per page (rate increase effective January 15t,2003), as
approved by the Judicial Conference of the United States, will be assessed for access
to this service. All ingquiries will be charged to your PACER account. If you do not need
filing capabilities, enter your PACER login and password. The Client code is provided
to the PACER user as a means of tracking transactions by client. This code can be up
to thirty two alphanumeric characters long.

Authentication

Login:
FPazsword:

client code:

CMECEF has been tested and works correctly with Netscape 4.7x and 7.0x. and Internet Explorer
3.5 and 6.0

Figure 2 — ECF/PACER Login Screen

e Enter the Login and Password provided to you by the Court into the
appropriate fields. These fields are case-sensitive; i.e., a login of lewisk
should not be entered as LewisK or LEWISK.

e If you mistype your login or password, click the [Clear] button and re-enter
the correct login and password.
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e Enter a Client Code, if desired. This optional field is used for billing by
PACER users. The information will be included in PACER billing reports.

e When the information on this screen is correct, click the [Login] button.

STEP 3 The system then displays the ECF Main Menu screen
(see
Figure 3).

= c )
UE F Civil + Criminal +« Query + Reports + Utilities + Logout ?

MAIN ECF MENU BAR

United States District Court
Southern District of West Virginia

Official Court Electronic Document Filing System

Version 2.3

The District CWIECF Database will not be available
from 4:45 an. until 5:00 am. each morming due to routine mamtenance

This facility is for Qfficial Court Business only. Activity to and from this site is logged. Document filings
an this gystem are subject to Federal Rule af Civil Fracedure 11, Bvidence af unautharized or criminal
activity will be forwarded fo the appropriate law enforcement afficials.

Walcame to the United States District Cowurt for the Southern District aof West Virginia Blectronic
Dacument Filing Syvstem. This page is for the use by attornayvs and firms participating in the elactranic
Gling system. The mast recent version af the Netscape browser and the Adobe POF reader can be
ahtained by selecting the Netscape/FDF Seitings option lisied helow.

You should become familiar with the navigational capabilities of your Netscape broswer. Most screen
digplays in this gysiam are split o provide a small top frame for Netscape. Review Neiscape's frams
rapability for mew navigation fips.

Netscape/POF Settings

Figure 3 — Main ECF Screen
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To access the various modules, go to the Main Menu Bar located at
the top of the screen. Each selection is a hyperlink to another set of options
or hyperlinks. These allow you to file documents, query cases or parties,
view or print a docket sheet, generate reports or modify your account
information.

e To exit the ECF system, click Logout on the Main ECF Menu Bar.
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Filing
a
Return of Service

To file a Return of Service in ECF, select the appropriate event, enter
the case number, select the pdf document, select the party served, associate
with the document which was served, enter the date of service and accept the
final docket text.

For this exercise we will file a Return of Service on a Summons
Returned Executed and associate the Return of Service with the Complaint.

STEP 1  After logging into CM/ECF, click on Civil on the ECF Main
Menu bar (see Figure 1).

= )
QO Civil + Criminal + OQuery + Reports + Utilities + Logout ?

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Frents
Initial Pleadings and Service Other Filings
Setrice of Process ADE Documents
Motices
Answers Trial Diocuments
Answers to Complaints and Other Initiating Docwments  Civil Appeal Documents
Amended and Other Answers Bankruptey Appeal Documents
Cither Donaments
Motions and Related Filings Fre- and Post Judgment Documents
hiotions Restricted Documents Pursuant to E-Government & ot or Order
Spplications
Amended Motions
Cross MWotions
Joint Motions
Fetitions
Supplemental Llotions
Chiections, Responses, Replies, MMemoranda atd Briefs

Figure 2 — Civil Events Screen
e Click on Service of Process under the Initial Pleadings and Service
heading.
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STEP 3 The system will display the Service of Process event screen
(see Figure 3).

Service of Process

Feturmn Receipt Card Received From Aftarney General In Social Security Case |
Feturmn Receipt Card Received From Commissioner of Social Security
summons Feissue submitted

Summons Beturned Evecuted
Summaons Beturned Executed As To LISA

Summons Returned Executed By Certified Mail, ‘With Return Receipt Cards
summons Returned Executed By Persanal service
summons Feturned Executed By U Marshal hd

Nen-dl Clear |

Figure 3 — Service of Process Event Screen
e Select Summons Returned Executed by highlighting the text.
e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).

Case Number

I:Z:DE_':"‘“LZEIE| 99-12345, 1.99-cv-12345, 1-9%9-0v-12345, 9912345, or 19912345

Nextl Clear |

Figure 4 — Case Number Screen
e Enter the case number in the manner shown.
e Click [Next].

STEP 5 The system will then display the pdf Document screen (see
Figure 5a).
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Service of Process

Filename

A ttachments to Document: * o O Ves

Select the pdf documernt (for example: CA19Qew501-21 . pdf).

Browse... |

Nextl Clear |

Figure 5a — Select the pdf Document

Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure

5h).

Laak i I 5] Applesesd v

Muzslemans

x| « ® ek E-

Return of 5

File name:

Filez of type:

E.ﬁ.mended Answer

'@.ﬁ.nswer Attached to Notice of Removal
'@.ﬁ.nswer ko Complaint

'@Certiﬁcate of Service for 1st Inkerrogs
'@Juint Mation to Modify Scheduling Order
@Mntiun ko Dismiss

'@Objectiun ko Findings and Recommendations

'@Reply ko Respo

nse to Mation

ICe

'@Supplemental Mation to Dismiss

IHeturn af Service

| &0 Files [+#)

[
=~

Cancel |
g

Figure 5b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
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ECF ATTORNEY TRAINING MANUAL FILING A RETURN OF SERVICE

including pdf files. If the desired file is not displayed, either double-clicn
any directory or folder
icon to go down the directory structure, or click on the “Up One Level”

icon

to go up one directory in the directory structure.

Navigate to the directory where the appropriate pdf file is located, then
click on it to select it.

e To make sure you are associating the correct pdf file, you should
always view the selected file by right-clicking on the filename. That
will bring up a menu similar to the following (see Figure 5c).

Select

Prink

M MetWware Copy...

Scan far Yiruses, .,

Open With
Look i [ =3 Appleseed v b B WP e B E
Send To 3

E.ﬁ.mended Answ

'@Answer Attache  Cut

'@.ﬁ.nswer ko Camp  Copy
'@ Certificate of Se
T Jaint Mation to |

Deskto Makion o Disrnis
eekiop .E Rename

m\ @Objectiun ko Fin 3
L

'@Reply ko Respor

4

Create Sharkcuk
Delete

Properties

Return of Service

ty Documents
I@5|_||:||:|IEmEl‘ﬂ:aI Mation ko Dismiss

File name: IHeturn af Service j Open I
Filez of type: |,-'i'-,|| Files [*.] j Cancel |

Figure 5¢ — Right-click Menu Screen

e On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.
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e If this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 5b) to return to the pdf document screen (see Figure 5a).

e |f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

e [f this Return of Service has attachments, click the Yes radio button at
the bottom and proceed to Step 6. If there are no attachments, go to
Step 7.

e Click [Next].

STEP 6  Complete this step ONLY if you have attachments to the
Return of Service (see Figure 6).

Select one or more attacloments.
13 Enter the pdf document that containg attachtnent (for example: Clappendiz pdf).
Filenaine

|

27 At your optien, select a document type, enter a description andfor specifiy if transcript.
Type Deseription

w

3) Add the filename to the lst box below. If you have more attachments, go back to Step 1. When the hst of filenames 15 complete,
click on the Next button.

|7 Al to List

[ Femowe from List ]

Figure 8 — Document Attachment Screen
Adding attachments is a three-part process:
1) Browse for the attachment as described in Step 5.
2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].

Repeat this process until you have added all the attachments.
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When you have added all your attachments, click [Next].

STEP 7  The system will display the Party Served screen

(see Figure 7).

Felect the party SERVED
Select the Party:

Alpine Trucking [Defendant]
Appleseed, John ', |l [Flainti

‘tussleman's. Inc. [Defend = "

Ne:-dl Clear |

A ddCreate New Party

Figure 7 - Party Served Screen

e Select the party served.

e Click [Next].

STEP 8 The system will display the Refer to Event screen (see Figure

8a).
¥ Refer to existing eveni(s)?
Filed | o |
Documents I 1o I
Mt | Clear |

Figure 8a — Refer to Event Screen

e Click on the check box.
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e Click [Next].

The system will display the documents in the case to allow you to
connect the Return of Service you are filing with the appropriate related
document(s) (see Figure
8b).

belect the appropriafe event(s) fo which your evenf relafes:

[# 0372372005 1 COLMPLAINT. Filing Fee $150.00. Receipt # 638, (rap)

[T 032342005 2 SURMONE IZSUED by the Clerk on hehalf of JTohn W Appleseed, IIT for Mussleman's, Inc,
te: [1] Complaint, returnable 20 days. (rap)

Figure 8b — Refer Event Screen

e Click on the check box beside the Complaint.

e Click [Next].

STEP 9 The system will display the Date Served screen (see Figure 9).

Enter date sexved and date answer is due
Party Claim Date served Date answer due

Iiussleman's, Ine. - Complaintfiled 03/23/2005) IE,."1 J2005 ||

M et | Clear |

Figure 9 — Date Served Screen

« Enter the date the summons was served.
« Tab and the Date Answer Due will be calculated and entered.

« Click [Next].
STEP 10 The system displays the Final Text screen (see Figure 10).
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Docket Text: Final Text

SUMMONS RETURNED EXECUTED for Mussleman's, Inc., re: [1] Complaint. Mussleman’s, Inc.
served on 6/1/2003, answer due 6/21/2005. {(Kimble, Hank)

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have no further
ppportunity to medify this transaction if you continue.

Nextl Clear |

Figure 10 — Final Text Screen

This displays how your docket entry will appear on the docket sheet. Once

you click the [Next] button, this Return of Service is entered into the ECF
system

and cannot be modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].
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STEP 11 Finally, the system will display the Notice of Electronic Filing
(see Figure 11).

I otice of Electronic Filing

The following transaction was received from Kimble, Hank entered on 6/9/2005 at 12:59 PM EDT and filed on 6/8/2005

Case Name: Appleseed v Mussleman's, Ine.
Case Nunther: 205 cvr-200
Filexr:

WARNING: CASE CLOSED on 04/27/2005
Document MNumber: 39

Docket Text:
BULMOMS EETURMED EXECTTED for Mussleman's, Inc., te: [1] Complaint. IMussleman's, Inc. served on 6712005, answer due 6

(Kimble, Hank)
The following docwment(s) are associated with this transaction:

Document deseription:Ilain Docutment

Original filename:nfa

Electronic document Stamp:

[ETAMP deecfitamp [D=1060112543 [Date=6/9/2005] [FileNumber=7315-0] [5
P2cadddici0d2adbachl 21530398 belfdcl fRababT31 2eal dl40d] achdE a¥ 425 e ¥ c006
ROT4076 ¢ 1 fl 43 fiTh b 2006 cdaf o db01 62271 590k ed 05308 h 5 5ha52])

Figure 11 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that the Return of Service is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. Itis
recommended you print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Filing
an
Answer to a Complaint

To file an Answer to a Complaint in ECF, select the appropriate event,
enter the case number, select the party filer, associate an attorney, associate
with the Complaint you are answering, update the jury demand and accept
the final docket text.

STEP 1  After logging into CM/ECF, click on Civil on the ECF Main
Menu bar (see Figure 1).

= o)
o Civil + Criminal +« Query + Reports -+ Utilities + Logout o_

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Events
Initial Pleadings and Service Other Filings
Service of Process ADE Doouments
Motices
Answers Trial Documents
Angwers to Complaints and Other Indtiating Documents  Civil Appeal Documents
Amended and Other Answers Bankruptey Appeal Documents
Cther Documents
Motions and Related Filings Pre- and Post Judament Documents
hiotions Restricted Documents Pursuant to E-Government & ot or Order
Applications
Amended Motions
Cross MWotions
Joint Motions
Petitions
Supplemental Llotions
Chiections, Responses, Replies, Memoranda atd Briefs

Figure 2 — Civil Events Screen

e Click on Answers to Complaints and Other Initiating Documents
under the Answers heading.
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STEP 3  The system will display the Service of Process event screen
(see Figure 3).

Service of Process

Feturn Receipt Card Received From Aftarmey General In Social Security Case -
Feturn Receipt Card Received From Commissioner of Social Security
summons Feissue Submitted

‘Summons Beturned Evecuted
Summaons Beturned Executed As To LISA

summons Returned Executed By Cedified Mail, With Return Receipt Cards
summons Returned Executed By Personal Service
summons Returned Executed By US Marshal hd

Nextl Clear |

Figure 3 — Service of Process Event Screen
e Select Summons Returned Executed by highlighting the text.
e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).

Case Numher

I:Z:l:IE_':"""_El:”:I 00.12345, 1.99-0v-12345, 1-99-0-12345, 001 2345, or 1:0001 2345

Nendl Clear |

Figure 4 — Case Number Screen
e Enter the case number in the manner shown.

e Click [Next].
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STEP 5 If this is your first time appearing in this civil case, the system
will display the Attorney/Party Association screen (see
Figure 5), asking if you want to associate with this party for
this case:

The following attorneyparty associations do not exist for this case.
Flease check which associations should be created for this case:

™ Mussleman's, Inc. (pty:dft) represented by Hand: Kimble Caty) [7 Lead ¥ Notice

ml Clear |

Figure 5 — Attorney/Party Association Screen

e Check all boxes.

e Click [Next].

STEP 6 The ECF system displays all unanswered complaints and
claims, including counterclaims, cross-claims, and third-party
complaints. To establish a link between the Answer and the
Complaint to which it corresponds, click the box next to the
corresponding Complaint (see Figure 6).

Include Daie # Docket Text
r 03/23/2005 1 COMPLAINT. Filing Fee $150.00. Receipt # 658, (rap)

Mexd | Clear |

Figure 6 — Event Relationship Screen
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e NOTE: If more than one document appears here and you are unsure
which docketed event is correct, click on the hyperlink for that
docketed event. To open the document in a separate browser window,
right-click on the hyperlink. Viewing the hyperlink will result in
PACER charges.

e When satisfied you have made the correct link, click [Next].

STEP 7  The system will then display the pdf Document screen (see
Figure 7a).

=elect the pdf document (for exarnple: CA19%cw301-21 pdf).

Fillename

Browse...

Attachments to Document: & Mo O Yes

Figure 7a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field,;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
7b).
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Choose file

Look in: I £ Appleseed v Musslemans

bAp Metwork P...

~| & ® ck E-

E.ﬁ.mended Answer

'@.ﬁ.nswer Attached to Motice of Remowal
Answer ko Complaint
@.ﬁ.pplicatinn for IFP
'@Certiﬁcate of Service for 1st Inkerrogs
'@Juint Mation o Maodify Scheduling Order
'@Mntinn ko Dismiss

'@Nutice of Appeal

'@Objectinn ko Report Recammendation
'@Supplemental Mation ko Dismiss

File name: I.ﬁ.nswer to Complaint j

Filez af type: I.-i‘-.ll Filez [*.%] j

Figure 7b — Choose File Screen

Cancel

On this screen, click the down arrow for the Files of type: field at the

bottom and select “All Files (*.*).” This screen will show all files,

including pdf files. If the

desired file is not displayed, either double-click on any directory or folde
icon to go down the directory structure, or click on the “Up One Level”

icon

to go up one directory in the directory structure.

Navigate to the directory where the appropriate pdf file is located, then
click on it to select it.

e To make sure you are associating the correct pdf file, you should
always view the selected file by right-clicking on the filename. That

will bring up a menu similar to the following (see Figure 7c).
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Choose file

Laak in; I ] Appleseed v Musslemans

x| = @&k E-

2| %]

E.ﬁ.mended Anzwer
'@Answer Attached to Notice of Rermoval

'@.ﬁ.pplicatiun For II o 3
T Certificate of Se [ open |
T Jaint Matian ta - Print
'@Mntiun ko Dismis
@I‘«.Intice of Appea
@Objectinn ko Reg
'@Supplemental gl

M MNetWare Copy. ..

Scan far Yiruses, .,

Cpen Wikh »
£ WWinZip 3
Send To 3
File name: | Lt j Open I
Copy
Filez of type: | j Cancel |
Create Sharkcuk o

Delete
Renarne

Properties

Figure 7c — Right-click Menu Screen

On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

If this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 7b) to return to the pdf document screen (see Figure 7a).

If this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

If this Answer has attachments, such as exhibits, click the Yes radio
button at the bottom and proceed to Step 8. If there are no
attachments, go to Step 9.

Click [Next].
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STEP 8  Complete this step ONLY if you have attachments to the
Answer (see Figure 8).

Select one or more attaclments.

13 Enter the pdf document that containg attachtnent (for example: Clappendiz pdf).
Filenamne

|

27 At your optien, select a document type, enter a description andfor specifiy if transcript.
Type Deseription

W

3) Add the filename to the lst box below. If wou have more attachments, go back to Step 1. When the lst of filenames is complete,
click on the Next button.

|7 Addd to List
MNe

Femowe from List ]

[

Figure 8 — Document Attachment Screen

Adding attachments is a three-part process:

1) Browse for the attachment as described in Step 7.

2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].

Repeat this process until you have added all the attachments.

When you have added all your attachments, click [Next].

STEP 9 On this screen you will indicate whether your Answer
contains a counterclaim, cross-claim, or third-party
complaint (see Figure 9).
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™ Does this filing inchade a counterclaim ? (If yes, click on the box)
™ Does this filing inclade a cross-claim 7 (If yes, click on the box)

™ Does this filing include a third-party complaint? (If ves, click on the hoz)

MlExd | Clear |

Figure 9 — Additional Claim or Complaint and Jury Demand Value Screen

e |f your Answer contains a counterclaim, cross-claim, or third-party
complaint, click in the box next to that type document.

e Click [Next].

NOTE: If you checked any of the boxes above, proceed as follows:
For counterclaim, proceed to Step 9.1
For cross-claim, proceed to Step 9.2
For third-party complaint, call the Clerk’s Office
to have the name(s) of the Third-party Defendant(s)
added, then proceed with Step 9.3.

If you did not check a box, proceed to Step 10.

STEP 9.1 The system will display the Counter Party Complaint screen
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(see Figure 9.1)

Counter Party Complaint

Helect from the following list the pattss) against whom you are filing this Counterclaim

Select the Party: OR Select a Group:
Appleseed, JohnW., 1l [Plaintif] addireate New Party
bussleman's, Inc. [Defendant] & No Group

A1 Defendants
" 41 Plaintiffs
" A1l Parties

MlExd | Clear |

Figure 9.1 Counter Party Complaint Screen

e Select the party against whom the Counterclaim is filed.
e Click [Next]. Proceed to Step 10.

STEP 9.2 If you selected cross-claim, the Crossclaim Party screen
will display (see Figure 9.2).

Belect from the following list the patty(s) against whom you are filing this Crossclaim.

Select the Party: OR Selecta Group:
Appleseed, John W Il [Flaintiff] fdd/Create New Party
bMussleman's, Inc. [Defendant] & Na Group
" a1l Defendants
A1 Plaintiffs
" &1 Parties

Nextl Clear |

Figure 9.2 Crossclaim Party Screen

e Select the party against whom the Crossclaim is filed.

e Click [Next]. Proceed to Step 10.
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STEP 9.3 If you selected Third Party Complaint, the system will
display

the Third Party Complaint screen (see Figure 9.3).
[Third Party Complaint

Felect from the following list the party(s) against whot you are filing this Third-Party Complaint.

Select the Party:  OR Select a Group:

AddiCreate New Parts

Bookay. Hyacinth [Defendant]
Bookay. Hyacinth [Counter Claimant] # Mo Group
Bookay. Hyacinth [Cross Claimant]

" Al Defendants

‘Cleese. John [Third Party Defendant

Fuentes, Daisy [Defendant] " At Plaintifts
Fuentes, Daisy [Cross Defendant]

Marth and South Medical Center [Plaintif] " All Patties

Morth and South kedical Center [Counter Defendant]

Nextl Clear |

Figure 9.3 — Third Party Complaint Screen

« Highlight the name(s) of the Third Party Defendant(s).
« Click [Next]. Proceed to Step 10.

STEP 10 The system may display the Update Jury Demand screen (see
Figure 10a), for you to change the jury demand value, if
appropriate.

Update Jury Demand
Jur}rDem:-mdln (Maone) j

Nextl Clear |

Figure 10a — Update Jury Demand Screen

If the Jury Demand value is not correct, click on the down arrow next
to the field and select the correct value. Otherwise, no action

IS required.

. Click [Next].
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The system may display the Jury Demand box screen (see Figure 10b).

If thiz Answer includes a jury demand, type JTury Demand In box I

Mt | Clear |

Figure 10b — Jury Demand box Screen

« If the Answer you are filing, contains a jury demand, type “jury demand”
in this box.

o Click [Next].

STEP 12 The system displays the Final Text screen (see Figure 12).

Docket Text: Final Text
ANSWER TO COMPLAINT with jury demand by Mussleman’s, Inc.. (Kimble, Hank)

Attention!! Pressing the WEXT hutton on this sereen commits this transaction. Tou will have no further
opporiunity to modify this transaction if vou continue.

=Y | Clear |

Figure 12 — Final Text Screen

This displays how your docket entry will appear on the docket sheet. Once
you click the [Next] button, this Answer is entered into the ECF system
and cannot be modified without involvement of the court.
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If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].

STEP 13 Finally, the system will display the Notice of Electronic Filing
(see Figure 13).

United States District Court
Southern District of West Virginia

Motice of Electronic Filing

The followring transaction was received from Kimble, Hank entered on 352472005 at 9:40 AW EZT and filed on 352402005

Case Name: Appleseed v MMussleman's, Inc.
Case Number: 205 cvw-200
Filer: Muszsleman's, Ine.

Document Mumhber: 4

Docket Text:
B HEWER TO COMPLAINT with juty demand by Iussleman's, Inc.. (Kimble, Hank)

The followritis documentys) are associated with this transaction:
Document description:I ain Document

Driginal filename:n'a
Elecironic document Stamp:

Figure 13 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that the Answer is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. Itis
recommended you print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.
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e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the

appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Filing an Amended Answer
Or Other Answer

To file an Amended Answer or Other Answer in ECF, select the
appropriate event, enter the case number, select the party filer, associate the
Amended Answer with original Answer in the file, update the jury demand
and accept the final docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

EE F Civil + Criminal + OQuery + Reports + Utilities + Logout

Figure 1 — ECF Main Menu Bar

STEP 2 The system will display the Civil Events screen (see Figure 2).

Civil Frenis

Answers Other Filings
Answers to Complaints and Other Initiating Documents ADE Documents
Amended and Other Answers Motices

Trial Documents

Motions and Related Filings Civil Appeal Documents
Iiotions Banktuptey Appeal Documents
Applications Cther Documents
Amended Motions Pre- and Post Judament Documents
Cross MWotions Restricted Documents Pursuant to E-Government & ot or Order
JToint Motions
Petitions
Supplemental Llotions
Chjections, Responses, Replies, IMemoranda atd Briefs

Figure 2 — Civil Events Screen

e Click on Amended and Other Answers under the Answers heading.
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STEP 3 The system will display the Case Number screen (see Figure
3).

Case Number

Q0.12345, 1:90- 0w 12345 1-99-0v-12345, 990vw]12345, or 1:.99cw]12345

[Ne:-d] [ Clearl

Figure 3 — Case Number Screen
e Enter the correct case number.
e Click [Next].

STEP 4  The system will then display the Party Selection screen (see
Figure 4).

L5 ov-00200 Appleseed . Wussleman's, The,

Select the filer.

Select the Party:

Appleseed, John ., Il [Plaintiff] Addireate New Party
bussleman's, Inc. [Defendant]

Figure 4 — Party Selection Screen

e On this screen, select the party filing the Amended Answer.

e Click [Next].
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STEP 5 The system will then display the pdf Document screen (see
Figure 5a).

=elect the pdf document (for example: CA199cv201-21 pdf).

Filename

Browse..

Attachments to Document: & Mo O Yes

Figure 5a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field,;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
5b).
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Choose file

Loak in: I i Appleseed v Musslemans

Hiztomy

nf'

| = & ok EE-

2] x|

E.ﬁ.mended Answer

'@.ﬁ.nswer #tkached to Motice of Remnowal
'@Answer ko Complaint

'@.ﬁ.pplicatiun for IFP

'@Certificate of Service For 15t Inkerrogs
'@Juint Mation o Modify Scheduling Order
'@Matian ko Disrniss

'@Nntice of Appeal

@Objectinn ko Report Recommendation
'@Supplemental Mokion to Dismiss

File name: || j

Files of type: [0 Files (=) |

Figure 5b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,

Open

[_Geen |
Cancel |
E

including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory structure, or click on

the “Up One Level” icon

structure.

to go up one directory in the directof3Z]

Navigate to the directory where the appropriate pdf file is located, then
click on it to select it.

e To make sure you are associating the correct pdf file, you should
always view the selected file by right-clicking on the filename. That

will bring up a menu similar to the following (see Figure 5c).
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Choose file 7| x|
Look in: I ) Appleseed v Musslemans j = I.jq v
amended Answe
E.ﬁ.nswer Attach  Jelect
[P o cor
'@Applicatiun far — print
'@Certiﬁcate of 5
7 Joink Mation to N MetiWare Copy...

EMDt_i':'n to Dismi 5ean For viruses. ..

'@Nntlce of Appe Open With »

'@Objectiun ko Re (5 WiniZip »

ESupplemental §
Send To »
Zuk
Copy

Fil : - | Open I

= name Create Shortout J s

Filez af type: Delete j Cancel |
Rename p
Properties

Figure 5¢ — Right-click Menu Screen

e On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

o If this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the Choose File screen (see
Figure 5b) to return to the pdf document screen (see Figure 5a).

e |[f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

o If this Amended Answer has attachments, click the Yes radio button at
the bottom and proceed to Step 6. If there are no attachments, go to
Step 7.

e Click [Next].

STEP 6  Complete this step ONLY if you have attachments to the
Amended Answer (see Figure 6).
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Select one or more attachments.
1% Enter the pdf document that contains attachmment (for example: Clappendi pdf).

Filename

|

2) At your option, select a document type, enter a description andfor specifiy if transcript.
Tvpe Description
b
3) Add the filename to the lst box below. If you have more attachments, go back to Step 1. When the hst of filenames is complete,
click on the IMext button.

|7 Add to List

[ Remowve from List ]

Figure 6 — Document Attachment Screen
Adding attachments to a document is a three-step process:
1) Browse for the attachment as described in Step 5.
2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].
Repeat this process until you have added all the attachments.

When you have added all your attachments, click [Next].

STEP 7  The system displays the first Reference Document screen
(see Figure 7a).
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I Refer to existing eveni(s)?
Filed | o |
Documents | | @[
et Clear

Figure 7a — Reference Document Screen

e Your Amended Answer refers to the original Answer, so click the check
box.

e Click [Next].

The system will display the second Reference Document screen (see
Figure 7b).

\elect the appropriafe events) fo which ypour event relafes:

[T 05/27/2005 1 COMPLAINT. Filing Fee $250.00. Receipt # 23400, (rap)
[T 05Z7/72005 2 ANSWER TO COMPLAINT by French Frire. (Kimble, Hank)

Ne:dl Clear |

Figure 7b — Reference Document Screen

e Click in the check box beside the Answer you are amending.
e Click [Next].

STEP 8 The system displays the Additional Claim screen. (see Figure
8).
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™ Does this filing include a counterclaim ? (If yes, click on the hoz)
™ Does this filing include a cross-claim ? (If yes, click on the hox)

™ Does this filing include a third-party complaint? (If yes, click on the hozx)

Ne:dl Clear |

Figure 8 — Additional Claim Screen

If your Amended Answer contains a Counterclaim, Cross-claim, or
Third-Party Complaint, click in the box next to that type document.

e Click [Next].

e NOTE: If you checked any of the boxes above, proceed as follows:
For counterclaim, proceed to Step 8.1
For cross-claim, proceed to Step 8.2
For third-party complaint, call the Clerk’s Office
to have them add the name(s) of the third
party defendant(s), then proceed with Step
8.3.

e If you did not check a box, proceed to Step 9.

STEP 8.1 The system will display the Counter Party Complaint
screen (see Figure 8.1)
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Counter Party Complaint

Helect from the following list the partsys) against whom you are filing this Counterclaim

Select the Party: OR Select a Group:

AddCreate Mew Party

Alpine Trucking [Defendant]
pleseed, John A, Il [Plaintiff
bussleman's, Inc. [Defendant]

* No Group

" 41l Defendants
" Al Plaintiffs

" A1l Parties

MlExd | Clear |

Figure 8.1 Counter Party Complaint Screen

e Select the party against whom the Counterclaim is filed.
e Click [Next]. Proceed to Step 9.

STEP 8.2 If you selected cross-claim, the Crossclaim Party screen will
display (see Figure 8.2)

Felect from the following list the pattyrs) against whom you are filing this Crogsclaim.

Select the Party:  OR Select a Group:
Alping Trucking [Defendant] fddiCreate New Party
Appleseed, John'W, Il [Flaintiff] & No Group

bussleman's, Inc. [Defendant]
" Al Defendants

7 A1 Plaintiffs
" 41l Parties

Nextl Clear |

Figure 8.2 Crossclaim Party Screen

e Select the party against whom the Crossclaim is filed.

e Click [Next].
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e Proceed to Step 9.

STEP 8.3 If you selected Third Party Complaint, the system will
display

the Third Party Complaint screen (see Figure 8.3).
Third Party Complaint

Felect from the following list the partyls) against whom you are filing this Third-Party Complaint.

Select the Party: OR select a Group:
Bookay, Hyacinth [Defendant] £ddfireate New Parts
Bookay, Hyacinth [Counter Claimant] # No Group
Bookay, Hyacinth [Crass Claimant
‘Cleese, John [Third Party Defendant " All Defendants
Fuentes, Daisy [Defendant] " A1l Plaintiffs

Fuentes, Daisy [Cross Defendant] _
Morth and South Medical Center [Plaintiff] " A4l Parties
Morth and South Medical Center [Counter Defendant]

Nextl Clear |

Figure 8.3 — Third Party Complaint Screen

« Highlight the name(s) of the Third Party Defendant(s).
« Click [Next]. Proceed to Step 9.

STEP 9 The system may display the Update Jury Demand screen (see
Figure 9a).

Other Answers
2:05-cw-00200 Appleseed v. Mussleman's, Inc.

Update Jury Demand
Jury Demand | p (Plaintiff =]

Ne:-:tl Clear |

Figure 9a — Update Jury Demand Screen
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e |f the jury demand has changed with the filing of the Amended
Answer, change the value in the Jury Demand box.

e Click [Next].

The system may display the Jury Demand box screen (see Figure 9b).

If this Answer includes a jury demand, type Jury Demand In box:

M et | Clear |

Figure 9b — Jury Demand box screen

If the Amended Answer you are filing contains a jury demand, type “jury
demand” in this box. Otherwise, ignore this box.

e Click [Next].

STEP 10 The system displays the Final Text screen (see Figure 10).

Docket Text: Final Text
AMENDED ANSWER TO by Mussleman's, Inc. re: [3] Answer to Complaint (Kimble, Hank)

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

= Clear

Figure 10 — Final Text screen
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This displays how your docket entry will appear on the docket sheet. Once
you

click Next], this Amended Answer is entered into the ECF system and
cannot

be modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].

STEP 11 Finally, the system will display the Notice of Electronic
Filing (see Figure 11).
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Motice of Electronic Filing

The following transaction was received from Fimble, Hank entered on 55402005 at 3:05 P EDT and filed on 55472005

Caze Name: Appleseed v, Mussleman's, Ine.
Case Mumbher: 2:05- =200
Filer: Alpine Tracking

WARNING: CASE CLOSED on 04/27/2005
Document MNumber: 32

Docket Texi:
2 LENDED ANSWEER by Alpine Tracking re: [4] Answer to Complaint (Fimble, Hanld)

The following document(s) are associated with this transaction:

Document description:hIain Document

Original filename:n/a

Electronic document Stamp:

[ETALME deecfitarmp [D=1060112543 [Date=3/472005] [FileHumber=2155-0] [a
Bd6Td202b ee e0bfl455Fal 7ol c26fd3f250726eb3f163 chaeiddab] 70 ab 321439
29 dBF3 2277 d04ER66 4L TIHI30F1 07 4bR 1 bf2b13f55chedT al cdecal ]

2:05-cv-200 Notice will he electronically mailed to:

3015200 Mok il he deli 1hy nil .

Figure 11 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that this is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. It is
recommended you print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Filing an Answer
To a Complaint Attached to a Notice of Removal

To file an Answer to a Complaint Attached to a Notice of Removal,
select the appropriate event, enter the case number, select the party filer,
associate with the Notice of Removal, update the jury demand and accept the
final docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

EE F Civil + Criminal + OQuery + Reports + Utilities + Logout

Figure 1 — ECF Main Menu Bar

STEP 2 The system will display the Civil Events screen (see Figure 2).

Civil Frenis
Answers Other Filings
Answers to Complaints and Other Initiating Documents  ADE Documents
Amended and Other Answers Motices
Trial Documents
Motions and Related Filings Civil &ppeal Documents
Iiotions Banlouptey Appeal Documents
Applications Cither Documents
Amended MWMotions FPre- and Post Judoment Documents
Cross Motions Restricted Documents Pursuant to E-Government A ot or Order
Joint Ilotions
Petitions
Supplemental M otions
Chiections, Fesponses, Replies, M emoranda atud Briefs

Figure 2 — Civil Events Screen

e Click on Amended and Other Answers under the Answers heading.
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STEP 3  The system will display the Other Answers screen (see Figure
3).

Dther Answers

Afficdawit In Support -
Amended Answer To Complaint

Amended Answer To Counterclaim

Amended Answer To Crossclaim

Amended Answer To Intersenor Complaint

Amended Answer To Third-Party Complaint

Answer 1o Corplaint Attached To Notice Of Bemowval

Answer To suggestion hd

Nextl Clear |

Figure 3 — Other Answers Screen

e Select Answer to Complaint Attached to Notice of Removal.

e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).

Caze Humber

|2:08-cv-108 9912345, 1:99-cv-12345, 1-99-cv-12345, 99cv] 2345, or 1:9%cv1 2343

Nextl Clear |

Figure 4 — Case Number Screen
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e Enter the case number.

e Click [Next].

STEP 5 The system will then display the Party Selection screen (see
Figure 5)

select the filer.
Select the Party:

Boaokay, Hyacinth [Defendant] Addfireate New Party
Morth and South Medical Center [Flaintiff]

Nextl Clear |

Figure 5 — Party Selection Screen

e Select the name of the Defendant filing the Answer.

e  Click [Next].

STEP 6  The system will then display the pdf document screen (see
Figure 6 a).
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Select the pdf document (for example: CA9ew501-21 pdf).

Filename
Browse... |

Attachments to Document: ™ Hao © Yes

Nextl Clear |

Figure 6a — Select the pdf document screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
6b).

Choose file llll
Look in: Ia Bookay civil caze j = Ifi‘ '

Amended Answer

Answer Attached to Motice of Removal
Answer ko Complaint

application For IFP

Certificate of Service for 1st Inkerrogs
Jaink Mation ko Madify Scheduling Order
Mation to Dismiss

Motice of Appeal

Objection to Report Recommendation
Supplemental Mation to Dismiss

File name: I.-’-'-.mended Anzwer j Open I
by Metwork P...
Files af type: I,ﬂ-.ll Files [*.%) j Cancel |
g

Figure 6b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
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including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory structure, or click on
the “Up One Level” icon, to go up one directory in the directory
structure.

« Navigate to the directory where the appropriate pdf file is located, then
click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 6c¢).

Choose file 2| x|
Look, in: Ia Bookay civil caze j = I.jq v
3 Bookay civil case
'@.ﬁ.mended Answer

iAnswer Attached to MNaotice of Remav:
'@.ﬁ.nswer ko Complaint

7 aipplication for IFP |
'@Certiﬁcate of Service for 1st Inkerrogs  Prink
'@Jaint Matian ko Madify Scheduling Ord

Select

'@Mntiun ko Disrmiss N hetiyare Copy. .

| Motice of Appeal Scan For Viruses. .,
@Objectiun ko Repork Recommendation open with 3
'@Supplemental Mokion ko Dismiss £ WinZip 3

Send To »

File name: I.ﬁ.nswer Attached ta b CUt ]
Copy
Files of type: I,-'l'-.ll Files [*#] ] Cancel |
p

Create Sharkouk

Delete
Fename

Propetties

Figure 6¢c — Right-click Menu

e On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

SDWV- 06/01/2005 Page 46



ECF ATTORNEY TRAINING MANUAL ANSWER TO COMPLAINT ATTACHED TO
NOTICE OF REMOVAL

e If this is the correct document, minimize or close the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 6b) to return to the pdf document screen (see Figure 6a).

e |f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

¢ If this document has attachments, such as exhibits or a proposed
order, click the Yes radio button at the bottom and proceed to Step 7.
If there are no attachments, go to Step 9.

e Click [Next].

STEP 7  Complete this step ONLY if you have attachments to the
Answer (see Figure 7).

Select one or more attacloments.
13 Enter the pdf document that containg attachtnent (for example: Clappendiz pdf).
Filenaine

|

27 At your optien, select a document type, enter a description andfor specifiy if transcript.
Type Deseription

w

3) Add the filename to the lst box below. If you have more attachments, go back to Step 1. When the hst of filenames 15 complete,
click on the Next button.

|7 Al to List
MNe

Femowe from List ]

[

Figure 7 — Document Attachment Screen

Adding attachments to a document is a three-part process:
1) Browse for the attachment as described in Step 6.
2) Select the Type and/or type a Description of the attachment.

3) Click [Add to List].

SDWV- 06/01/2005 Page 47



ECF ATTORNEY TRAINING MANUAL ANSWER TO COMPLAINT ATTACHED TO
NOTICE OF REMOVAL

Repeat this step until you have added all the attachments.

When you have added all your attachments, click [Next].

STEP 8 The system will then display the Refer to Event screen
(see Figure 8).

I” Refer to existing eveni(s)?

Filed | i |

Documents I 1o I

Ne:ﬂl Clear |

Figure 8 — Refer to Event screen
e When filing an Answer to a Complaint Attached to a Notice of Removal,

you will refer the Answer to the Notice of Removal by checking the box.
It is not necessary to enter filed dates or document numbers.

e Click [Next].

STEP 9 The system will then display the Select Event screen (see
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Figure 9).

\elect the appropriafe event(s) fo which pour event relafes:

[ 0371472005 1 HOTICE OF EEMOVAL by Hyracinth Bookay with summons, complaint and docket sheet from
Circuit Court of Kanawha County. Filing Fee $150.00, Receipt #21568. (rap)

Nextl Clear |

Figure 9 — Select Event Screen

e Check the box.

e Click [Next].

STEP 10 The system will then display the Additional Claim or
Complaint and Jury Demand Value screen (see Figure
10).
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I Does this filing include a counterclaim 7 (If ves, click on the hox)
I™ Does this filing include a cross-claim ? (If yes, click on the hox)

™ Does this filing inchude a third-party complaint? (If ves, click on the hox)

Current Jury Demand value is highlighted on a subsequent screen.

[f the highlighied value is correct, do MOT change it.

+ If ONLY PLAINTIFF has demanded jury, value should be p (Plaintiff)

+ If ONLY DEFEMDANT has demanded jury, value should be d (Defendant)
+BOTH sides have demanded jury,value should be b (Both)

=Y | Clear |

Figure 10 — Additional Claim or Complaint and Jury Demand Value Screen

This screen serves two purposes. First, it lets you indicate if the Answer to a
Complaint Attached to the Notice of Removal contains a Counterclaim,
Cross-claim, or Third-Party Complaint. In addition, it tells you what the
jury demand values are so you can change the value on the next screen, if
appropriate.

e |If your Answer contains a Counterclaim, Cross-claim, or Third-Party
Complaint, click in the box next to that document type.

e Click [Next].
If you checked any of the boxes above, proceed as follows:
For counterclaim, proceed to Step 10.1
For cross-claim, proceed to Step 10.2
For third-party complaint, call the Clerk’s Office to have the
name(s) of the third-party defendant(s) added to the case, then
proceed with Step 10.3.

If you did not check a box, proceed to Step 11.

STEP 10.1 If you selected Counterclaim, the system will display the
Counter Party Complaint screen (see Figure 10.1)
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ICnunter Party Complaint

Felect from the following list the party1s) against whom you are filing this Counterclaim

Select the Party: OR Select a Group:
Eookay, Hyacinth [Defendant] fudd/Ureate Hew Party
Marth and South Medical Center [Plaintiff] & No Group
" Al Defendants
" &1 Plairtiffs
" &1l Parties

Figure 10.1 Counter Party Complaint Screen

Select the party against whom you are filing the Counterclaim.
Click [Next].

Continue at Step 11.

STEP 10.2 If you selected Crossclaim, the Crossclaim Party screen will
display (see Figure 10.2)

Relect frorn the following list the partws) against who you are filing this Crossclair.

Select the Party:  OR Select a Group:
Bookay, Hyacinth [Defendant] LddiCreate Mew Party
Eh:u, |:|nt Dunr Claimant] # Mo Croup
‘Fuentes, Daisy [Defendant]
Morth and South Medical Center [Plaintiff] " 41 Defendants
Maorth and South Medical Center [Counter Defendant] " L1 Plaintiffs
" L1 Parties
M e | Clear |

Figure 10.2 Crossclaim Party Screen

e Select the party against whom the Crossclaim is filed.
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e Click [Next].
Continue at Step 11.

STEP 10.3 If you selected Third-Party Complaint, the Third Party
Complaint screen will display (see Figure 10.3)

Third Party Complaint

Helect from the following list the party(s) against whom you are filing this Third-Party Complaint.

select the Party: OR select a Group:
Bookay, Hyacinth [Defendant] fddireate New Party
Bookay., Hyac!nth [Counter C!almant] & No Group
Bookay. Hyacinth [Cross Claimant
Cleese, John [Third Party Defendant " All Defendants
Fuentes, Daisy [Defendant] Al Plaintiffs
Fuentes. Daisy [Cross Defendant] _
Morth and South Medical Center [Plaintiff] " All Parties

MHarth and South kMedical Center [Counter Defendant]

Mt | Clear |

Figure 10.3 — Third Party Complaint Screen
Select the name of the third-party defendant(s).

Click [Next].

Proceed with Step 11.

STEP 11 The system will display the Update Jury Demand screen

(see Figure 11), for you to change the jury demand value, if
appropriate.

Update Jury Demand
JuryDemmuiln (Mone) j

Mext Clear

Figure 11 — Update Jury Demand Screen
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If the Jury Demand value is not correct, click on the down arrow next
to the field and select the correct value. Otherwise, no action
IS required.

. Click [Next].

STEP 12 The system displays the Final Text screen (see Figure 12).

Docket Text: Final Text

ANSWER TO COMPLAINT ATTACHED TO [1] Hotice of Removal filed by Hyacinth Bookay, Daisy Fuentes.,
CROSSCLAIM by Defendant Hyacinth Bookay against Defendant. {(Kimhble, Hank)

Attention!! Pressing the WEXT button on this screen commits this transaction. You will have no further opportunity to
modify this iransaction if you continue.

[ et Clear

Figure 12 — Final Text Screen

This screen displays how your docket entry will appear on the docket sheet.
Once you click the [Next] button, this Answer to a Complaint
Attached to a Notice of Removal is entered into the ECF system
and cannot be modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].
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STEP 13 Finally, the system will display the Notice of Electronic Filing
(see Figure 13).

2:05-cvw-00105 Morth and South Medical Center v, Bookay

United States District Court
Southern District of West Virginia

Maotice of Electronic Filing

The following transaction was recemved frorm Eirble, Hank entered on 42952005 at 12:13 PM EDT and filed on 42902005

Case IName: Horth and South Medical Center . Bookay
Case Number: 205-cv-105
Filer: Horacinth Bookay

Document Number: 4

Docket Text:
i MEWER TO COMPLAINT ATTACHED TO [1] Notice of Fernoreal filed by Hyracinth Bookay, Daisy Fuentes., CROSZCLAIN by Defendant
Bookay against Defendant. (Firdale, Hanlk)

The followirg docurnentis) are associated with this transaction:

Document description:NJain Docuraent
Original filename :nia

1 o TR SR Y. | 4y

Figure 13 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that the Answer to a Complaint Attached to a Notice of Removal is
now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. Itis
recommended that you print the NEF or save it as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.
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e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.

SDWV- 06/01/2005 Page 55



ECF ATTORNEY TRAINING MANUAL FILING A MOTION

Filing a Motion
(Motion to Dismiss)
To file a Motion in ECF, select the appropriate event, select the relief

(s), enter the case number, select the party filer, reference a document, and
accept the final docket text.

[Note: A motion and the memorandum or brief in support are two
separate events (documents) in CM/ECF. ]

STEP 1  After logging into CM/ECF, click on Civil on the ECF Main
Menu bar (see Figure 1).

= )
QO Civil + Criminal + OQuery + Reports + Utilities + Logout ?

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Events

Answers Other Filings
Snswers to Complaints and Other Indtiating Documents ADE Docuients
Amended and Other Answers Hotices

Trial Documents

Motions and Related Filings Civil Appeal Documents
Motions Banlktuptey Avpeal Doounents
Spplications Other Documents
Amended Motions Pre- atid Post Tudament Documents
Crogs Motions Eeatricted Documents Purauant to E-Government & ot or Order
JToint Ml otions
Petitioha
Dupplemental M otions
Chiections, Responses, Replies Mlemoranda and Briefs

Figure 2 — Civil Events Screen

e Click on Motions under the Motions and Related Filings heading.
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STEP 3  The system will display the Motions Relief screen (see Figure
3).

Motions

Disclasure x|
Discowve

Disquality Judge
Enforce Judgment

Exceed Page Limit

Exclude

Expedite hd

Figure 3 — Motions Relief screen

e Scroll up or down to locate the relief sought by the Motion you are
filing. Click to highlight your selection.

Note: In situations where more than one type of relief is being sought
by a single document, you can choose more than one relief code by
clicking on one type of relief, finding the second (or third, etc.) relief
and holding down the Control key (Ctrl) on your keyboard while
clicking on the second selection. Both selections should stay
highlighted if done correctly.

e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).
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Motions

Caze Humber

|2:05-cwfeon 9912345, 1:99-cv-12345, 1-99-cv-12345, 99cv] 2345, or 1 99cv] 2345

Nextl Clear |

Figure 4 — Case Number Screen

e Enter the case number.

e Click [Next].

STEP 5 The system will then display the Party Selection screen (see
Figure 5a).

Relect the filer.
Select the Party:

Alpine Trucking [Defendant] 4ddiCreate New Party
Appleseed, John W', |l [Flainti

hussleman's, Inc. E]ET.E-T'Ilel.I'Iﬂ "

[RI= Clear

Figure 5a — Party Selection Screen

e  Select the name of the party filing the Motion.

e  Click [Next].

If this is your first time appearing as counsel in this case or for this party in
this case, the party/attorney association screen will appear (see Figure 5b).
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The following attorney/paty associations do not exst for this case.
Flease check which agaociations should be created for this case:

3 Hyracinth Bookay (pty:dft) represented by Hank: Kimble (aty) W Lead M HNotice
et | Clear |

Figure 5b — Party/Attorney Association Screen

e Check all boxes.

e Click [Next].

STEP 6  The system will then display the pdf document screen (see
Figure 6a).

Select the pdf docwment (for example: CAMew501-21 pdf).

Filename
Browse. .. |

Attachments to Document: ™ Ha  Yes

Nextl Clear |

Figure 6a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field,;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
6b).
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Choose file llil
Look in: I ) Appleseed v Musslemans j = |-=j£ v

E.ﬁ.mended Answer

'@.ﬁ.nswer Attached to Motice of Remowal

'@.ﬁ.nswer ko Complaink

@.ﬁ.pplicatiun For IFP

'@Certiﬁcate of Service for 15t Inkerrogs

'@Jnint Mation ko Modify Scheduling Order
'@Mutinn ko Dismiss

'@Nutice af Appeal

'@Supplemental Mation bo Dismiss

My Metwork P...

File name: I j Open
Files of type: I,&.II Files [*%] j Cancel |
-

Figure 6b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory strucktee, or click on
the “Up One Level” icon, to go up one directory in the directory
structure.

Navigate to the directory where the appropriate pdf file is located,
then click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 6c¢).
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Look, in; Iﬁ.&ppleseedvh’lusslemans j = chi v

E.ﬁ.mended Answer

'@.ﬁ.nswer Attached to Motice of Remowal

@.ﬁ.nswer ko Complaink

'@.ﬁ.pplicatinn for IFP

'@Certificate of Service for 1st Inkerrogs

'@Jnint Mation ko Maodify Scheduling Order

Makion ta Disis celect
'@Ncutice of Appe: elec
sprenentai I

Prink

M MetWware Copy...

Scan for Wiruses., .

File name: Oper Wiith 4 j Open I
& WinZip 3
Filez of lype: j Cancel |
Send To 3 ~
= = M [ebWare
3113 T Respatty Cuk
Z RespObjf  Open'W  Copw »

b Computer

= Transcrip) Badd to 2
- Baddto” Create Shaortcut

B Compre:

Delete

Figure 6¢c — Right-click Menu

On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

If this is the correct document, minimize the Adobe Acrobat Reader.
Click the [Open] button on the File Upload screen (see Figure 6b) to
return to the pdf document screen (see Figure 6a).

If this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

If this document has attachments, such as exhibits and/or a proposed
order, click the Yes radio button at the bottom and proceed to Step 7.
If there are no attachments, go to Step 9.

Click [Next].
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STEP 7  Complete this step ONLY if you have attachments to the
Motion

(see Figure 7).

Select one or more attaclments.

13 Enter the pdf document that containg attachtnent (for example: Clappendiz pdf).
Filenamne

|

27 At your optien, select a document type, enter a description andfor specifiy if transcript.
Type Deseription

W

3) Add the filename to the lst box below. If wou have more attachments, go back to Step 1. When the lst of filenames is complete,
click on the Next button.

|7 Addd to List
MNe

Femowe from List ]

[

Figure 7 — Document Attachment Screen
Adding attachments is a three-part process:
1) Browse for the attachment as described in Step 6.
2) Select the Type and/or type a Description of each attachment.
3) Click [Add to List].
Repeat this process until you have added all the attachments.

When you have added all your attachments, click [Next].

STEP 8 The system will then display the Refer to Event screen (see
Figure 8a).
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If the Motion you are filing does not refer to a case document, Click
[Next] and continue with Step 9.

¥ Refer to existing eveni(s)?
Filed | o |
Documents | w|
Next| Clear |

Figure 8a— Refer to Event screen

If the Motion refers to an existing case document, check the “refer” box.

[Note: If you know specifically the filing date or the docket number of
the document to which your Motion refers, you may enter that
information in the fields entitled “filed” or “documents.” This will limit
the search to only those papers filed within those parameters. Otherwise,
all case documents will be listed on the upcoming screen.]

e Click [Next].

The system will then display the Select Event screen (see Figure 8b).

\elect fhe appropriafe eventys) fo which pouwr event relafes:

[~ 03/14/2005 | COLMPLAINT. Filing Fee $150.00. Receipt # 0957, (rap)

[ 037142005 2 3UMMONS [SZUED by the Clerk on behalf of Oliver Wendell Doe for Minnesota Public
Transportation, re: [1] Complaint, returnable 20 days. (rap)

Ne:dl Clear |

Figure 8b — Select Event Screen

e Check the box next to the event to which the Motion refers. In this
instance, the Motion to Dismiss refers to the Complaint.

e Click [Next].
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STEP 9  The system will display the Party/Case Verification screen
(see Figure 9).

Motions
205-cv-00200 Appleseed v, Mussleman's, 0

natme returmed iz Iiussleran's, Ine.

Mt | Clear |

Figure 9 — Party/Case Verification Screen

o Verify that the filer name and the case name are correct.
e Click [Next].

STEP 10 The system displays the Final Text screen (see Figure 10).

Docket Text: Final Text
MOTION by Mussleman's, Inc. to Dismiss re: [1] Complaint. (Kimhble, Hank)

Attention!! Pressing the WEXT button on this screen commits this iransaction. You will have no further opportunity to
modify this iransaction if you continue.

Mt Clear |

Figure 10 — Final Text screen

This displays how your docket entry will appear on the docket sheet.
Once you click the [Next] button, this motion is entered into the ECF system
and cannot be modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].
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STEP 11 Finally, the system will display the Notice of Electronic Filing
(see Figure 11).

Motice of Electroric Filing

The following transaction was recelved from Kirnble, Hank entered on 4222005 at 329 PRI EDT and filed on 42802005
Case MName: Lppleseed v, Mlnsslernan's, Ine.

Case Mumber: 205200

Filer: Ilussleman's, Ine.

WARNING: CASE CLOSED on 04272005

Document Number: 20

Docket Text:
PAOTION by Ilusslernan's, Inc. to Distiss re: [1] Coraplaint. (Eirable, Hard)

The following docurnenti(s) are associated with this transaction:

Document deseription:Iam Docuraent

Original filename :m/a

Elecironic document Stanp:

[STARNE deecfStaregn_[D=1060112543 [Date=4725/2005] [FileMuraher=1589-0] [
233891 ddaal 7 5e2eBA5959 5605 28ch3a9 0ccc T8 T4 baal26a5 8 1hPeds 921 4922624
ad1d38ae 9388 S 08P 44121 54503h1 c0d7 26kh faca s 596db0de0 42 hbal]]

2:05-cv-200 MNotice will be electronically mailed to:

2:05-cv-200 MNotice will he delivered by other means to:

Figure 11 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that the Motion to Dismiss
Is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. It is
recommended that you either print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.
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e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Examples of other motions

In the preceding pages, you were guided through the steps to docketing a
motion with a Motion to Dismiss used as an example.

The following pages provide abbreviated examples of how to docket other
motions, including some that contain unusual screens not commonly encountered
in ECF.

Remember, not all docket screens are shown. Each example begins with
Step 3. For more comprehensive information, you will be referred to the main
section of the “Filing a Motion” instructions. The motions to follow are listed in
alphabetical order:

Motion to Amend

Motion to Appear Pro Hac Vice
Motion for Bond

Motion to Compel

Motion to Consolidate Cases
Motion to Exceed Page Limit
Motion in Limine

Motion to Substitute Attorney
Motion for Summary Judgment

SDWV- 06/01/2005 Page 15



ECF ATTORNEY TRAINING MANUAL EXAMPLES — TO AMEND

MOTION TO AMEND

STEP - 3 The Motions Relief screen (see Figure 3)

|AIterJudiment =

Appear Pro Hac YWice

Appoint Custodian

Appointment Of Attorney Ad Litem

Appointment Of Counsel

Appointment Of Expert

Appointment Of Guardian Ad Litermn |

Mt | Clear |

Figure 3 — Motions Relief Screen

° Select “Amend.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IE:DE_WEDD QO_125345, 1:99-0v-12345, 1-99-0v-12345, 9w 2345, or 1:990v 12545

M et | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].
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STEP -5 The Party Selection screen (see Figure 5).

05 o 00200 Appleseed v, Mussleman's, Ine.

select the filer.
Select the Party:

Anpleseed. John v, I [Plantif] . £ddCreate New Party

bussleman's, Inc. [Defendant]

Nendl Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Felect the pdf document (for example: C:A99ew501-21.pdf).
Filename

MAkdotion to Amend. pdf Browse... |

W tinchments to Document: % Ho O Ves

M et | Clear |

Figure 6 — Select the PDF document Screen

° Browse to locate, then select the document.

(For more detailed instructions of if your motion has attachments, refer to Step 7 of
“Filing a Motion on page 4.)
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o Click [Next].

STEP -7 The Refer Document screen (see Figure 7).

Select document to he amended.

I” Refer to existing eveni(s)?
Filed | o |
Documents | |
et | Clear |

Figure 7 —Refer Document Screen

On this screen, you must select the document this motion seeks to amend.
e Putacheck in the box marked “Refer to existing event(s)?”
o NOTE: You may narrow your search by inputting the filed date or the
document  number of the document you seek to amend. Otherwise, you

may leave the “filed” and “documents” fields blank.

o Click [Next].

STEP -8 The Select Refer Document screen (see Figure 8).

telect the appropriafe event(s) fo which pouwr evenf relafes:

[ 03/23/2005 1 COMPLAINT. Filing Fee $150.00. Receipt # 658, (rap)

[T 0372372005 2 BUMDLIONSE [Z3UED by the Clerk on behalf of JTohn W, Appleseed, III for Mussleman's, Inc,,
re: [1] Complaint, returnable 20 days. (rap)

[ 032372005 3 AMSWER TO COMPLAINT by Mussleman's, Inc.. (Fimble, Hank)

Figure 8 — Select Refer Document Screen

o Place a check in the box next to the document you want to amend.

o Click [Next].
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STEP -9 The Case Number Verification screen (see Figure 9).

2 05-cv-00200 Appleseed v, Mussleman's, Inc.

natme returned iz Mussleman's, Inc.

[l et Clear

Figure 9 - Case Number Verification Screen

o Verify this is the correct case number and name.

e Click [Next].

STEP - 10 The Final Docket Text screen (see Figure 10).

Docket Text: Final Text
MOTION by Mussleman's, Inc. to Amend [3] Answer to Complaint. (Kimble, Hank)

Attention!! Pressing the NEXT hutton on this sereen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.

Ne:-dl Clear |

Figure 10 - Final Docket Text Screen

Review the text. Ifitis incorrect or in any way needs changed, use your Back
button to navigate back to make any needed changes. If the text is correct.

o Click [Next].

The system will then display the Notice of Electronic Filing for your Motion to
Amend. See page 9 of “Filing a Motion” for details regarding the NEF.
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MOTION TO APPEAR PRO HAC VICE

STEP - 3 The Motions Relief screen (see Figure 3)

Alter Judgment -
Armend ﬂ

Appear Pro Hac Vic

Appoint Custodian

Appointment Of Attorney Ad Litern

Appointment Of Counsel

Appointment Of Expert

Appointment Of Guardian Ad Litem hd

Mlexd | Clear |

Figure 3 — Motions Relief Screen

o Select “Appear Pro Hac Vice.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IEZDE_D""'EDD Q0-12345, 19912345, 190012345, 09:v 12345, or 1:99012345

Mlexd | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].

SDWV- 06/01/2005 Page 15






ECF ATTORNEY TRAINING MANUAL EXAMPLES — TO APPEAR PRO HAC VICE

STEP -5 The Party Selection screen (see Figure 5).

05 o 00200 Appleseed v, Mussleman's, Ine.

select the filer.
Select the Party:

Anpleseed. John v, I [Plantif] . £ddCreate New Party

bussleman's, Inc. [Defendant]

Nendl Clear |

Figure 5 — Party Selection Screen

e Select Party filing the motion. In other words, with which party will the pro
hac vice attorney be associated?

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Select the pdf document (for example: C:A99ew501-21.pdf).
Filename

|N:RMDtiDntDAppearF"rD Hac“/ice-Dn = Browse... |

& ttachments to Document: & Hao & Ves

Ne:dl Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, then select the document.

(For more detailed instructions of if your motion has attachments, refer to Step
7 of “Filing a Motion” on page 6.)

o Click [Next].
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STEP -7 The Pro Hac Vice Attorney Name screen (see Figure 7).

2 05-cw-00200 Appleseed v. Mussleman's, Inc.

Enter Mame of Attorney to Appear PHY: Samuel L Drucker

=Y | Clear |

Figure 7 — Pro Hac Vice Attorney Name Screen

With the Motion to Appear Pro Hac Vice, the system will display this screen,
which allows you to enter the name of the attorney who seeks to appear.

. Enter the name just as it will appear in the docket entry.

o Click [Next].

STEP -8 The Case Number Verification screen (see Figure 8).

2 05-cy-00200 Appleseed v, Mussleman's, Inc.

natne returned i3 hussleman's, Inc.
Mt Clear

Figure 9 - Case Number Verification Screen
o Verify this is the correct case number and name.

e Click [Next].
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STEP - 10 The Final Docket Text screen (see Figure 10).

Docket Text: Final Text
MOTION by Samuel L. Drucker on behalf of Mussleman's, Inc. to appear Pro Hac Vice {Kimble,

Hank)

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no further
opporiunity to modify this transaction if vou continue.

M et Clear |

Figure 10 — Final Docket Text Screen

Review the text. If it is incorrect or needs to be changed, use your Back button
to navigate back to make any needed changes. If the text is correct, click

[Next].

The system will then display the Notice of Electronic Filing for your Motion to
Appear Pro Hac Vice. See page 9 of “Filing a Motion” for details regarding the

NEF.
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — BOND

MOTION FOR BOND

STEP - 3 The Motions Relief screen (see Figure 3)

Appointment Of Counsel
Appointment Of Expert
Appoimtment Of Guardian Ad Litermn
Appointment of Receiver
Approve Consent Judgment
Aftarney Fees

Bifurcate

11

‘Bond

Mt | Clear |

Figure 3 — Motions Relief Screen

. Select Relief

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

|2:08-cv-200 0012345, 1:00-¢v-12345, 1-00-0v-12345, 09ev1 2345, or 199012345

Mlexd | Clear |

Figure 4 — Case Number Screen

° Enter Case Number.

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — BOND

STEP -5 The Party Selection screen (see Figure 5).

fielect the filer.
Select the Party:

H;j;jIF-;F-F-ri_||:|hr|'--'u'||||'F| .......................... A ddiCreate Hew Patty

bussleman's, Inc. [Defendant]

=Y | Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Select the pdf document (for example: CA 9ew301-21 pdfy.
Filename

|N:"-,hr1|:|ti|:|n for Bond. pdf Browse. . |

4 ttachments to Document: ©* Ho & Ves

Mexd | Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, then select the document.

(For more detailed instructions of if your motion has attachments, refer to Step
7 of “Filing a Motion on page 4.)

o Click [Next].

SDWV- 06/01/2005 Page 21



ECF ATTORNEY TRAINING MANUAL EXAMPLES — BOND

STEP -7 The Type of Bond screen (see Figure 7).

Exatples of Types of Bonds:
Frelimitiary Injunction
Cupersedeas

TR

Zosts

Eriter type of Bond: ITH[:'l

RI= Clear

Figure 7 — Type of Bond Screen

e This screen allows you to enter the type (not the amount) of bond your Motion for
Bond seeks. Enter the type in the box just as it will appear in the docket entry.

e Click [Next].

STEP -9 The Case Number Verification screen (see Figure 9).

2 05-cw-00200 Appleseed v. Mussleman's, Inc.

natne returned iz hlussleman's, Ine.

[l et Clear

Figure 9 - Case Number Verification Screen

o Verify this is the correct case number and name.

e Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — BOND

STEP - 10 The Final Docket Text screen (see Figure 10).

Docket Text: Final Text
MOTION by John W. Appleseed, Il for Bond. Type of Bond: TRO. (MclIntosh, Crispin]

Attention!! Pressing the NEXT hutton on this sereen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.

[RI=) Clear

Figure 10 — Final Docket Text Screen

Review the text. If it is incorrect or in any way needs changed, use your Back
button to navigate back to make any needed changes. If the text is correct.

o Click [Next].

The system will then display the Notice of Electronic Filing for your Motion to
Amend. See page 9 of “Filing a Motion” for details regarding the NEF.
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — COMPEL

MOTION TO COMPEL

STEP -3 The Motions Relief screen (see Figure 3)

Approve Consent Judgment
Aftarney Fees

Bifurcate

Bond

Cerificate of Appealahility
Cerify Class

Chanie YWenue

e | Clear |
Figure 3 — Motions Relief Screen

11

o Select “Compel.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IE:DE_WEDD QO_125345, 1:99-0v-12345, 1-99-0v-12345, 9w 2345, or 1:990v 12545

M et | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — COMPEL

STEP -5 The Party Selection screen (see Figure 5).

Select the filer.
Select the Party:

Appleseed. John W A ddCreate Hew Party

bussleman's, Inc. [Defendant]

Mt | Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Select the pdf docwment (for example: CA90ew3501-21 pdf).
Filename

|N:"5M|:|ti|:|nt|:| Compel pdf Browse. .. |

4 ttachments to Document: & Mo  Yes

Nextl Clear |

Figure 6 — PDF Document Selection Screen

o Browse to locate, then select the document.
(If your motion has attachments, refer to Step 7 of “Filing a Motion on page 4.)

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — COMPEL

STEP -7 The Compel Information screen (see Figure 7).

MOTICE:

Ee sure to enter what, who, ete. to be compelled:
Le. plaintiff to answer defendant interrogatories,
bo appeat at deposition, ete.

Enter Compel Information: |3 appear for depositian

Mt | Clear |

Figure 7 — Compel Information Screen

In this screen you are given the opportunity to insert what your Motion seeks to
compel. Examples are given. Be sure to include the “what” and “whom” or
“by whom.”

. Enter the information.

. Click [Next].

STEP -8 The Case Number Verification screen (see Figure 8).

2 05-cy-00200 Appleseed v, Mussleman's, Inc.

natne returned i3 hussleman's, Inc.
Mt Clear

Figure 8 - Case Number Verification Screen
o Verify this is the correct case number and name.

e Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — COMPEL

STEP -9 The Final Docket Text screen (see Figure 9).

Docket Text: Final Text
MOTION by John W. Appleseed, lll to Compel Eustice Haney to appear for deposition (Mclntosh,
Crispin])

Attention!! Pressing the NEXT bution on this screen commits this transaction. Tou will have no further
opportunity to modify this transaction if you continue.

MlExd Clear |

Figure 9 — Final Docket Text Screen

Review the text. Ifitis incorrect or needs to be changed, use your Back button
to navigate back to make any needed changes. If the text is correct, click
[Next].

The system will then display the Notice of Electronic Filing for your Motion to
Compel. See page 9 of “Filing a Motion” for details regarding the NEF.
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — CONSOLIDATE CASES

MOTION TO CONSOLIDATE CASES

STEP -3 The Motions Relief screen (see Figure 3)

Bifurcate
Bond
Certificate of Appealability
Certtity Class
Change Yenue
Compel
Compromise and

‘Consolidate Ca

1]

ettlement

Ne:-:tl Clear |

Figure 3 — Motions Relief Screen

. Select “Consolidate Cases.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IE:DE_WEDD 00-12345, 1:99-m- 12345, 1-90-0v-12345, 0012345, or 1:00m] 1345

Mt | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — CONSOLIDATE CASES

STEP -5 The Party Selection screen (see Figure 5).

Select the filer.
select the Party:

appleseed, John W |l [F £dd/Create New Party

bussleman's, Inc. [Defendant]

M et | Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Belect the pdf document (for examgple: CA99cw301-21 pdf).
Filename

MAkdotion to Consolidate Cases. pdf Browse... |

\ttachments to Document: ™ Mo ' Ves

Nextl Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, then select the document.

(If your motion has attachments, refer to Step 7 of “Filing a Motion” on page
6.)

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — CONSOLIDATE CASES

STEP -7 The Numbers to Consolidate screen (see Figure 7).

|Enter Complete Case Mumbers:
Exatmple: 2:05-cw-00001 and 2:05-cw-00015

Enter Case Mumbers to Consolidate: I‘C'V"1 05 and 2:05-cw-200

Nextl Clear |

Figure 7 — Numbers to Consolidate Screen

This screen allows you to input the numbers of the cases you are moving to
consolidate.

o Be sure and type the complete number the word “and,”
then the second complete number, as shown in the example.

o Click [Next].

STEP -9 The Case Number Verification screen (see Figure 8).

2 05-cv-00200 Appleseed v, Mussleman's, Inc.

natne returned is Mussleman's, Inc.
M et Clear

Figure 8 - Case Number Verification Screen
o Verify this is the correct case number and name.

e Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — CONSOLIDATE CASES

STEP -9 The Final Docket Text screen (see Figure 9).

Docket Text: Final Text

MOTION by John W. Appleseed, lll to consolidate cases 2:05-cv-105 and 2:05-cv-200
(Mcintosh, Crispin)

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no further
opporiunity to modify this transaction if you continue.

Nextl Clear |

Figure 10 — Final Docket Text Screen

Review the text. If it is incorrect or needs to be changed, use your Back button
to navigate back to make any needed changes. If the text is correct, click
[Next].

The system will then display the Notice of Electronic Filing for your Motion to
Consolidate. See page 9 of “Filing a Motion” for details regarding the NEF.

MOTION TO DISMISS (see “Filing a Motion” on page 1).
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ECF ATTORNEY TRAINING MANUAL EXAMPLES -EXCEED PAGE LIMIT

MOTION TO EXCEED PAGE LIMIT

STEP -3 The Motions Relief screen (see Figure 3).

Enfarce Judgment |
‘Exceed Page Limit - (Do not use this as a Maotion for Leayve to File)
Exclude

Expedite .
Extend Time To Amend

Extend Time To Camplete Discoveny

Extend Time To File Document

Extend Time To File Objection To Report and Recommendations |

M et | Clear |

Figure 3 — Motions Relief Screen

o Select “Exceed Page Limit.” Note the warning on the menu.
e Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IEZDE'G’”‘PDD PR-12345, 1.99-0v-125345, 1-99-0v-12345, M1 2345, or 199012345

Nextl Clear |

Figure 4 — Case Number Screen

o Enter complete case number as shown.

o Click [Next].

SDWV- 06/01/2005 Page 32



ECF ATTORNEY TRAINING MANUAL EXAMPLES -EXCEED PAGE LIMIT

STEP -5 The Party Selection screen (see Figure 5).

Belect the filer.

Select the Party:

H _ N TPlaintf] A ddCreate Mew Partry
bussleman's, Inc. [Defendant]

=Y | Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.
o Click [Next].

STEP -6 The PDF Document Selection screen (see Figure 6).

Felect the pdf document (for example: CMI0ew301-21 pdf).
Filename

MAbotion to Exceed Fage Limitpdf Browse... |

W tinchments to Document: * Ho O Ves

Mt | Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, and select the document.

(If your motion has attachments, refer to Step 7 of “Filing a Motion” on
page 6.)

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES -EXCEED PAGE LIMIT

STEP -7 The Document Title screen (see Figure 7).

2:05-cy-00200 Applezeed v Musslerman's, Inc.

Enter Title of Document: |Flaintiff's Response in (

[z Proposed Document Attached? Enter win: I}fi

Nextl Clear |
Figure 7 — Document Title Screen

This screen allows you to input the title of the document whose page limit you
seek to exceed. If there is an attachment enter “y.” If not, enter “n.”

o Enter the title of the document just as it will appear in the docket entry.

o Click [Next].

STEP -8 The Case Number Verification screen (see Figure 8).

205000200 Appleseed v. Mussleman's, Inc.

attie returned is John W, Appleseed, III
Mext Clear

Figure 8 — Case Number Verification Screen

STEP -9 The Final Docket Text screen (see Figure 9).

Docket Text: Final Text

MOTION by John W. Appleseed, Ill to Exceed Page Limit for Plaintiff's Response in Opposition
to Defendant’s Motion to Dismiss with proposed document attached {MclIntosh, Crispin)

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have no further
opportunity to moedify this transaction if you continue.

Clear |

Figure 9 — Final Docket Text Screen
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ECF ATTORNEY TRAINING MANUAL EXAMPLES -EXCEED PAGE LIMIT

Review the text. If it is incorrect or needs to be changed, use your Back button
to navigate back to make any needed changes. If the text is correct,
click [Next].

The system will then display the Notice of Electronic Filing for your Motion to
Exceed Page Limit. See page 9 of “Filing a Motion” for details regarding the
NEF.
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — IN LIMINE

MOTION IN LIMINE

STEP -3 The Motions Relief screen (see Figure 3)

In Lirnine N
Intersene

Izguance of Warrant In Bem

Joinder = |

Judgment Based On ADR Settlement

Judgment Debtar Exarmn

Judgment NOVYMNotwithstanding The Yerdict

Judgrnent Under Rule 54(b) - Multiple Clairms Or lnvalving Multiple Parties =]

Nextl Clear |

Figure 3 — Motions Relief Screen

. Select “In Limine.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IE:DE_WEDD QO_125345, 1:99-0v-12345, 1-99-0v-12345, 9w 2345, or 1:990v 12545

M et | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — IN LIMINE

STEP -5 The Party Selection screen (see Figure 5).

Select the filer.
Select the Party:

AddiCreate Mew Patty

Appleseed, John W, 1 [Flainti

‘tdussleman's, Inc. [Defendant]

M Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Select the paf document (for example: 9030121 pdfy.
Filename

|N:"-,M|:|ti|:|nin Lirnine - Medical Becords.  Browse.. |

4 tachments to Document: * Ho O Ves

Ne.ﬂl Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, then select the document.

(For more detailed instructions of if your motion has attachments, refer to Step
7 of “Filing a Motion” on page 6.)

o Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — IN LIMINE

STEP -7 The Docket Text screen (see Figure 7).

matme returtied i3 Mussleman's, Ine.
Docket Text: Modify as Appropriate.

MOTION by Mussleman's, Inc. in Limine . (Kimhle, Hank)

Nen-dl Clear |

Figure 7 — Docket Text Screen

e Specify what the Motion in Limine addresses just as it will read in the docket
entry (This is optional).

e Click [Next].

STEP -8 The Final Docket Text screen (see Figure 8).

Docket Text: Final Text
MOTION by Mussleman’s, Inc. in Limine regarding medical records. (Kimble, Hank)

Attention!! Pressing the NEXT bhution on this screen commits this transaction. Tou will have no further
opportunity to modify this transaction if vou continue.

[ et Clear

Figure 8 — Final Docket Text Screen

Review the text. If it is incorrect or needs to be changed, use your Back button
to navigate back to make any needed changes. If the text is correct, click
[Next].

The system will then display the Notice of Electronic Filing for your Motion in
Limine. See page 9 of “Filing a Motion” for details regarding the NEF.
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUBSTITUTE ATTORNEY
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUBSTITUTE ATTORNEY

MOTION TO SUBSTITUTE ATTORNEY

STEP -3 The Motions Relief screen (see Figure 3).

Show Cause -
Stay - Automatic

Stay - General

Stay Pending Appeal

Stay Pending MOL Transfer

Strike

‘Substitute Attornesy

Substitute Fary |

M et | Clear |

Figure 3 — Motions Relief Screen

o Select “Substitute Attorney.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IE:DE_WEDD 00-12345, 1:99-m- 12345, 1-90-0v-12345, 0012345, or 1:00m] 1345

Mt | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].

STEP -5 The Party Selection screen (see Figure 5).
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUBSTITUTE ATTORNEY

Belect the filer.

Select the Party:

d John W SddiCreate Mew Party
bussleman's, Inc. [Defendant]

Mt | Clear |

Figure 5 — Party Selection Screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

Aelect the pdf documernt (for example: CAPPewi01-21 pdf).
Filename

|N:Hhr1|:|ti|:|n to Substitute Attomey pdf Browse... |

A ttachments to Document: ™ Ho O Ves

Nex‘cl Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, then select the document.

(If your motion has attachments, refer to Step 7 of “Filing a Motion” on
page 6.)

o Click [Next].

STEP -7 The Substitute Attorney screen (see Figure 7).
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUBSTITUTE ATTORNEY

2:05-cy-00200 Appleseed v, Mussleman's, Inc.

Enter Mame of Attorney to Add: ILiSa Douglas

Enter Attormey to be replaced: IHﬂnk Kimb|E|

Mt | Clear |

Figure 7 — Substitute Attorney Screen

o In the first text, insert the name only (not the firm, address, or other
information) of the attorney being substituted just as it will appear in the
docket text.

o In the second text box, do the same for the attorney being replaced.

o Click [Next].

STEP -8 The Substitute Attorney screen (see Figure 8).

2:05-cv-00200 Appleseed v. Mussleman's, Inc.

hathe returned is Iiussleman's, Ine.

Clear |

Figure 8 — Case Number Verification Screen
e Verify this is the correct case number and name.

e Click [Next].
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUBSTITUTE ATTORNEY

STEP -8 The Final Docket Text screen (see Figure 8).

Docket Text: Final Text
MOTION by Mussleman’s, Inc. to Substitute Lisa Douglas as Counsel in lieu of Hank Kimhle
{Kimble, Hank)

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.

Nen-dl Clear |

Figure 8 — Final Docket Text Screen

Review the text. Ifitis incorrect or needs to be changed, use your Back button
to navigate back to make any needed changes. If the text is correct, click
[Next].

The system will then display the Notice of Electronic Filing for your Motion to
Substitute Attorney. See page 9 of “Filing a Motion” for details regarding the
NEF.
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUMMARY JUDGMENT

MOTION FOR SUMMARY JUDGMENT

STEP -3 The Motions Relief screen (see Figure 3).

Stay - Automatic -
Stay - General

Stay Fending Appeal

Stay Fending MOL Transfer
Strike

Substitute Attarney
Substitute Fa)

Summary Judgment

Mt | Clear |

Figure 3 — Motions Relief Screen

o Select “Summary Judgment.”

o Click [Next].

STEP -4 The Case Number screen (see Figure 4).

Case Number

IE:DE_WEDD 00-12345, 1:99-0v-12345, 1-90-0v-12345, 0012345, or 1:00m1 2345

M et | Clear |

Figure 4 — Case Number Screen

. Enter Case Number.

o Click [Next].

STEP -5 The Party Selection screen (see Figure 5).
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ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUMMARY JUDGMENT

05 ov-00200 Applezeed . Wiussleman's, Ine,

select the filer.
Select the Pariy:

Appleseed, John W, Il [Plaintiff] ;| fddiCreate New Party

Mussleman's, Inc. [Defendant]

Nextl Clear |

Figure 5 — Party Selection screen

o Select Party filing the motion.

o Click [Next].

STEP -6 The PDF document screen (see Figure 6).

205-cy-00200 Appleseed v Mussleman's, Inc.

Select the pdf document (for example: C:A99ew501-21 pdf).
Filename

|N:H5ummary Judgment motion..pdf Browse... |

S ttachments to Document: & Hao & Ves

Ne:ﬂl Clear |

Figure 6 — PDF Document Selection Screen

° Browse to locate, then select the document.

SDWV- 06/01/2005 Page 45



ECF ATTORNEY TRAINING MANUAL EXAMPLES — SUMMARY JUDGMENT

(If your motion has attachments, refer to Step 7 of “Filing a Motion”
on

page 6.)
o Click [Next].

STEP -7 The Case Number Verification screen (see Figure 7).

2 05-cv-00200 Appleseed v, Mussleman's, Inc.

natme returned iz Mussleman's, Inc.

[l et Clear

Figure 7 - Case Number Verification Screen
o Verify this is the correct case number and name.

e Click [Next].

STEP -8 The Final Docket Text screen (see Figure 8).

Docket Text: Final Text
MOTION by Mussleman’s, Inc. for Summary Judgment (Kimhle, Hank)

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no further
opporitunity to modify this transaction if you continue.

[RI=Na) Clear

Figure 8 — Final Docket Text Screen

Review the text. Ifitis incorrect or needs to be changed, use your
Back button to navigate back to make any needed changes. If the text
Is correct, click [Next].
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ECF ATTORNEY TRAINING MANUAL SUPPLEMENTAL MOTION

Filing a Supplemental Motion

To file a Supplemental Motion in ECF, select the appropriate event,
select the relief (s), enter the case number, select the party filer, reference a
case document, and accept the final docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

=ZEC )
UE F Civil + Criminal + OQuery + Reports + Utilities + Logout ?

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Events

Answers Other Filings
Answers to Complaints and Other Initisting Documents  ADE Documents
Amended and Other Answers Motices

Trial Documents

Motions and Related Filings Civil &ppeal Documents
Iiotions Banlauptey Appeal Documents
Applications Cither Documents
Amended MW otions Fre- and Post Judoment Documents
Crozs Motions Restricted Documents Pursuant to E-Government & ot or Order
Joint Il otions
Petitions
Supplemental Motions
Chiections, Responses, Replies, MMemoranda and Briefs

Figure 2 — Civil Events Screen

e Click on Supplemental Motions under the Motions and Related
Filings heading.
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ECF ATTORNEY TRAINING MANUAL SUPPLEMENTAL MOTION

STEP 3  The system will display the Supplemental Motions Relief
screen (see Figure 3).

Supplemental Motions

Alter Judgrment -
Amend :l
Appear Pro HacYice

Appoint Custodian

Appointment Of Counsel

Appointment Of Expert

Appointment Of Guardian Ad Litern

Appointment of Receiver hd

Nextl Clear |

Figure 3 — Supplemental Motions Relief Screen

e Scroll up or down to locate the relief sought by the Supplemental
Motion you are filing. Click to highlight your selection.

Note: In situations where more than one type of relief is being sought
by a single motion, you can choose more than one relief code by
clicking on one type of relief, find the second (or third, etc.) relief and
hold down the Control key (Ctrl) on your keyboard while clicking on
the second selection. Both selections should stay highlighted if done
correctly.

e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).
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ECF ATTORNEY TRAINING MANUAL SUPPLEMENTAL MOTION

Case Number

I:Z:l:IE_':"""—:Zl:”:| 00.12345, 1.99-pw-12345, 1-00-cvw-12345, 00ev]12345, or 199012345

Nendl Clear |

Figure 4 — Case Number Screen

e Enter the case number.

e Click [Next].

STEP 5 The system will then display the Party Selection screen (see
Figure 5).

Select the filer.

Select the Party:

| Alpine Trucking [Defendant] Add/Create New Party
Anpleseed, John W, |l [Flaintiff

bussleman's, Inc. [Defendant]

Ne:-:tl Clear |

Figure 5 — Party Selection Screen

e  Select the name of the party filing the Supplemental Motion.

e  Click [Next].
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ECF ATTORNEY TRAINING MANUAL SUPPLEMENTAL MOTION

STEP 6  The system will then display the pdf document screen (see
Figure 6a).

Select the pdf document (for example: CA9ew501-21 pdf).

Filename
Browse... |

Attachments to Document: ™ Hao © Yes

Nextl Clear |

Figure 6a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
6b).
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ECF ATTORNEY TRAINING MANUAL SUPPLEMENTAL MOTION

Choose file 2| x|
Loak in: Iﬁﬂppleseedvhﬂusslemans j - £ ER~

. E.ﬁ.pplicatiun for IFP
@ '@quint Mation ko Modify Scheduling Crder

Hiztary '@Supplemental Mation ta Dismiss

by Documents

ke Metwork P

File name: I j Open I
Files of type: I,-i'-.ll Files [*.%] j Cancel |
g

F?ddle_Gb —IEhoose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory structure, or
click on the “Up One Level” icon to go up one directory in the
directory structure.

« Navigate to the directory where the appropriate pdf file is located, then
click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 6c¢).
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Choose file . ﬂil

My Metwork P...

Look in: Ia.ﬁ.ppleseedvhﬂusslemans j = I:j( v

E.ﬁ.pplicatiun far IFP
'@Jnint Mation ko Modify Scheduling Crder
Supplemental Mation ko Dismi

Select

Coen |

Prink

M MetWare Copy...

Scan For Wiruses. ..
Open With 3
&3 WinZip

Send To r

-

v Metwark, File narme:

Places

— T
B Compress to "MatExt”

@ WinZip Renarne

Files nf turne £ remil bk W mbmn

Celete

File name: ISuppIementE Cut j Open I
Copy
Files of type: I,&.II Files [*%] vI Cancel |
h
3

Create Shorbout P
‘

Cancel |

Properties

Figure 6¢c — Right-click Menu

On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

If this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 6b) to return to the pdf document screen (see Figure 6a).

If this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

If this document has attachments, such as exhibits or a proposed
order, click the Yes radio button at the bottom and proceed to Step 7.
If there are no attachments, go to Step 9.

Click [Next].
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STEP 7  Complete this step ONLY if you have attachments to the
Supplemental Motion (see Figure 7).

Select one or more attaclients.
13 Enter the pdf document that contains attachmment (for example: Clappendi pdf).
Filenamne

|

27 At your optien, select a document type, enter a description andfor specifi if transcript.
Type Deseription

W

3) Add the filename to the lst box below. If you have more attachinents, go back to Step 1. When the lst of filenatnes is complete,
click on the Iext button.

|7 Addd to List
MNe

Femowve from List ]

[

Figure 7 — Document Attachment Screen

Adding attachments is a three-part process:
1) Browse for the attachment as described in Step 6.
2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].
Repeat this process until you have added all the attachments.
When you have added all your attachments, click [Next].

STEP 8 The system will then display the Refer to Event screen (see
Figure 8a).
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I” Refer to existing eveni(s)?

Filed |

Ne:ﬂl Clear |

Documents I 1o I

t |

Figure 8a— Refer to Event Screen

e Check the box.

If you know specifically the filing date or the docket number of the
document to which your motion refers, you may enter that information in
the fields entitled “filed” or “documents.” This will limit the search to
only those papers filed within those parameters. Otherwise, all case
documents will be listed on the upcoming screen.

e Click [Next].

The system will then display the Select Event screen (see Figure 8b).

[ 032520051
[T 03252005 2

[ 032520053
[ 032472005 4

[ 032472005 5

M 040472005 &

COMPLATNT. Filing Fee $150.00. Receipt # 658, (rap)

S IONS ISSTED by the Clerk on behalf of Tohn W Appleseed, I for
Mussleman's, Inc., re: [1] Complaint, returnable 20 days. (rap)

ANSWEE TO COMPLATNT by Mussleman's, Inc.. (Emble, Hanle)

ANEWEE TO COMPLATNT wath jury demand by Mussleman's, Inc.. (Eimble,
Hanlc)

ANENDED AWNZWEE. TO by Mussleman's, Inc. re: [3] Answer to Complaint
{Fimble, Hanl)

WOTION by John W, Appleseed, 1T to Amend [1] Complaint.. (IdcIntosh,
Crispin)

Figure 8b — Select Event screen

e Check the box next to the event to which the Supplemental Motion

refers.

In this instance, the Supplemental Motion refers to the Motion by John
W. Appleseed, 111 to Amend Complaint.

e Click [Next].
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STEP 9  The system will display the Party/Case Number Verification
screen (see Figure 9).

205 cyv-00200 Appleseed v, Mussleman's, Inc.

namme returned 15 John W, Appleseed, IIT
=75 | Clear |

Figure 9 — Party/Case Number Verification Screen
e Verify information is correct.

e Click [Next].

STEP 10 The system displays the Final Text screen (see Figure 10).

Docket Text: Final Text

SUPPLEMENTAL MOTION by John W. Appleseed, lll to Dismiss re: [6] MOTION
by John W. Appleseed, lll to Amend [1] Complaint. (McIntosh, Crispin)

Artention!! Pressing the NEXT button on this screen commits this transaction. You will have
no further opportumty to modify this transaction f vou continue.

Ne:-:tl Clear |

Figure 10 — Final Text Screen

This displays how your docket entry will appear on the docket sheet. Once
you

Click the [Next] button, this motion is entered into the ECF system and
cannot be

modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].
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STEP 11 Finally, the system will display the Notice of Electronic Filing
(see Figure 11).

Motice of Electronic Filing

The following transaction was recetved from hcIntosh, Crspin & entered on 4272005 at 135 P EDT and filed on
AI2712005

Case Name: Appleseed v. Mussleman's, Tnc.
Case Numhber: 2:05-cw-200
[Filer: Tohn W, Applesesd, ITT

Document Number: 26

Docket Text:
EUPPLEMENTAL MWMOTION by John W, Appleseed, I to Dismiss re: [6] JMOTION by Tohn W Appleseed, T to
[1] Complaint. (MMclntosh, Crspin)

The following documentis) are associated with this transaction:

Docwnent description:Main Document

Original filename:nia

Electronic document Stamp:

[STAWE deectBtamp ID=1060112543 [Date=4/27/2005] [FleMumber=1877-0] [
b62e3b33507Ec069a02das72BMN0b03 Hehdh629ch 20abc6585d 1 16be 396E 8 THETHL

Figure 11 — Notice of Electronic Filing Screen
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e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
the Supplemental Motion is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Filing a Joint Motion

To file a Joint Motion in ECF, select the appropriate event, select the
relief (s), enter the case number, select the party filers, and accept the final
docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

= o)
0 Civil «+ Criminal + Query s+ Reports « Utilities + Logout o_

Figure 1 — ECF Main Menu Bar

STEP 2 The system will display the Civil Events screen (see Figure 2).

Civil Events

Answers Other Filings
Answers to Complaints and Other Initisting Documents  ADE Documents
Amended and Other Answers Motices

Trial Documents

Motions and Related Filings Civil &ppeal Documents
Iiotions Banlauptey Appeal Documents
Applications Cither Documents
Amended MW otions Fre- and Post Judoment Documents
Cross Motions Eestricted Documents Pursuant to B-Coverniment & ot or Order
Joint Il otions
Petitions
Supplemental Motions
Chiections, Responses, Replies, MMemoranda and Briefs

Figure 2 — Civil Events Screen

e Click on Joint Motions under the Motions and Related Filings
heading.
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STEP 3  The system will display the Joint Motions Relief screen (see
Figure 3).

Joint Motions

Cerify Class

Change Yenue

Compel

Compromise and Settlement
Consaolidate Cases

1 E

‘Carntinue
Correct
Declaratory Judgment |

Nextl Clear |

Figure 3 — Joint Motions Relief Screen

e Scroll up or down to locate the relief sought by the Joint Motion you
are filing. Click to highlight your selection.

Note: In situations where more than one type of relief is being sought
by a single motion, you can choose more than one relief code by
clicking on one type of relief, find the second (or third, etc.) relief and
hold down the Control key (Ctrl) on your keyboard while clicking on
the second selection. Both selections should stay highlighted if done
correctly.

e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).
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Motions

Caze Humber

|2:05-cwfeon 9912345, 1:99-cv-12345, 1-99-cv-12345, 99cv] 2345, or 1 99cv] 2345

Nextl Clear |

Figure 4 — Case Number Screen

e Enter the case number.

e Click [Next].

STEP 5 The system will then display the Party Selection screen (see
Figure 5a)

elect the filer.
Select the Party:

Alpine Trucking [Defendant AddiCreate Mew Party

Appleseead, John W, Il [Flaint

Mussleman's, Inc. [Defendant

Ne:dl Clear |

Figure 5a — Party Selection Screen

e  Select the name of the parties filing the Joint Motion.
Do this by holding down the Control key and clicking on each party
name.
If correctly done, both names will be highlighted.

e  Click [Next].
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If this is your first time appearing as counsel in this case, or if you are filing
the Joint Motion on behalf of yourself and the other movant’s attorney, the

arty/attorney association screen will appear (see Figure 5b).

The following attorvesyfparty associations do not exst for this case.
Please check which associations should be created for this case:

I Alpine Trocking (ptydft) rpresented by Hark Kimhble (aty) [ Lead M MNotice
Mext | Clear |

Figure 5b — Party/Attorney Association screen

e |f you want to associate yourself with this party for this case, check all
boxes.
If you do not, uncheck the “Notice” box by clicking on it.

e Click [Next].
Proceed with Steps 6 through 9 as set forth in “Filing a Motion in a Civil

Case.”

STEP 10 The system will then display the Docket Text screen (see
Figure 10).

natoe returned is Alpine Trocking, Wlusslernan's, Inc.
Docket Text: Modify as Appropriate.

JOINT MOTION by Alpine Trucking, Mussleman's, Inc. to Continue |Eﬂ 305 pretrial conferance  (Kimble,
Hank)

MlExd | Clear |

Figure 10 — Docket Text Screen

e This screen allows you to enter what the Joint Motion seeks to continue.
Enter the text as it will appear in the final docket entry.

Click [Next].
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STEP 11 The system displays the Final Text screen (see Figure 11).

Docket Text: Final Text
JOINT MOTION by Alpine TrucKing, Mussleman's, Inc. to Continue 6/73/05 pretrial conference (Kimble,
Hank)

Attention!! Pressing the WEXT hutton on this screen commits this transaction. You will have no further opportunity to
modify this transaction if you continue.

Ne:-dl Clear |

Figure 11 — Final Text Screen

This displays how your docket entry will appear on the docket sheet. Once
you

click the [Next] button, this motion is entered into the ECF system and
cannot be

modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click the [Next] button to
display and print the Notice of Electronic Filing (refer to Step 11 in
“Filing a Motion in a Civil Case” for details).
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Filing an Application
To Proceed In Forma Pauperis
(or without prepayment of fees and costs)

To file an Application to Proceed In Forma Pauperis (or without
prepayment of fees and costs) in ECF, select the appropriate event and relief,
enter the case number, select the party filer, and accept the final docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

=ZEC )
UE F Civil + Criminal + OQuery + Reports + Utilities + Logout ?

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Events

Answers Other Filings
Answers to Complaints and Other Initisting Documents  ADE Documents
Amended and Other Answers Motices

Trial Documents

Motions and Related Filings Civil &ppeal Documents
Iiotions Banlauptey Appeal Documents
Applications Cither Documents
Amended MW otions Fre- and Post Judoment Documents
Crozs Motions Restricted Documents Pursuant to E-Government & ot or Order
Joint Il otions
Petitions
Supplemental Motions
Chiections, Responses, Replies, MMemoranda and Briefs

Figure 2 — Civil Events Screen

e Click on Applications under the Motions and Related Filings heading.
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STEP 3  The system will display the Relief screen (see Figure 3).

Applications

Miscellaneous Reliaf -
bore Definite Statement

Mew Trial

Crrder of Sale

Partial Summany Judgment —
Fermanent Injunction

Freliminary Injunction

Froceed In Forma Fauperis

M et | Clear |
Figure 3 — Relief Screen

e Select the relief sought.

e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).

Case Number

|2:D5'W2DD| 99-12345, 1:99-cw-12345, 1-99-cv-125345, 99cv12345, or 1990wl 345

Ne:ﬂl Clear |

Figure 4 — Case Number Screen

e Enter the case number.
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e Click [Next].

STEP 5 The system will then display the Party Selection screen (see

Figure 5).

C05- ov-00200 Appleseed . Mussleman's, Ine.

nelect the filer.

Select the Party:

Appleseed, John'w.. Il [Plaintiff] fddireate New Party
bussleman's. Inc. [Defendant]

Figure 5 — Party Selection Screen

e Select the party filing the Application.

e Click [Next].

STEP 6  The system will then display the pdf document screen (see

Figure 6a).

SDWV- 06/01/2(

=elect the pdf document (for exarnple: CA19%cw301-21 pdf).

Fillename

Browse...

Attachments to Document: & Mo O Yes
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Figure 6a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field,
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure

5h).

Choose file

by Metwark P

2|x|

Laak it I i Appleseed v Musslemans j = £ Ef-
E.ﬁ.pplicatiun for IFP
'@Juint Maotion to Modify Scheduling Crder
'@Supplemental Mation ko Dismiss
File name: I j Cpen I
Filez af type: I,-'l'-,ll Files [*%] j Cancel |
p

Figure 6b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory structure, or
click on the “Up One Level” icon,

directory structure.

to go up one directory in the

SDWV- 06/01/2005
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« Navigate to the directory where the appropriate pdf file is located, then
click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 6c¢).

Choose file llil
Look in: I 5 Appleseed v Musslemans j = EF -
1F'.|:||:-Ii|:ati|:|r| For IF I
¥ Joint Motion to M 2o ot
suppemere v I

Prink

M MetWare Copy. ..

Scan Far Yiruses, .,
Dpen Wikh 2
&3l WinZip

Send To »

Cuk
Copy

Open

[_Geen |
Cancel |
F

File name:

Delete

1 T

reate Sharkouk j
=

Filez of type:

Rename

Properties

Figure 6¢ — Right-click Menu

e On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

e |If this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 6b) to return to the pdf document screen (see Figure 5a).

e [f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.
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¢ If this document has attachments, such as exhibits or a proposed
order, click the Yes radio button at the bottom and proceed to Step 7.
If there are no attachments, go to Step 8.

e Click [Next].

STEP 7  Complete this step ONLY if you have attachments to the
Application (see Figure 7).

Select one or more attachments.

13 Enter the pdf document that contains attachmment (for example: Clappendi pdf).
Filenaine

|

27 At your optien, select a document type, enter a description andfor specifi if transcript.
Type Deseription
w

3) Add the filename to the lst box below. If you have more attachinents, go back to Step 1. When the lst of filenatnes is complete,
click on the Iext button.

Femowve from List ]

|7 Addd to List
MNe

[

Figure 7 — Document Attachment Screen
Adding attachments is a three-part process:
1) Browse for the attachment as described in Step 5.
2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].
Repeat this process until you have added all the attachments.

When you have added all your attachments, click [Next].
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STEP 8 The system displays the Party/Case Number Verification screen
(see Figure 8).

2 05-cyw-00200 Appleseed v. Mussleman's, Inc.

matne returned 12 hMussleman's, Inc.

Nextl Clear |
Figure 8 — Party/Case Number Verification Screen

o Verify Party filer and case number.

e Click [Next].

STEP 9 The system displays the Final Text screen (see Figure 9).

Docket Text: Final Text
APPLICATION by Mussleman's, Inc. to Proceed in forma pauperis. (Kimble,

Hank)

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

Nen-dl Clear |

Figure 9 — Final Text Screen

This displays how your docket entry will appear on the docket sheet. Once

you click
the [Next] button, this motion is entered into the ECF system and cannot be

modified
without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,

then proceed again through the transaction.
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e When satisfied the docket text is correct, click [Next].

STEP 9 Finally, the system will display the Notice of Electronic Filing
screen (see Figure 12).
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Motice of Electronic Filing

The followang transaction was recerved from Eimble, Hank entered on 42772005 at 925 AW EDT and filed on 472714

Case Name: Appleseed v, Mussleman's, Tnc.
Case Number: 2:05-cw-200
Filer: Mhuszsleman's, Inc.

Diocument Number: 25

Docket Text:
APPLICATION by hussleman's, Inc. to Proceed in forma pavperis. (Kimble, Hanle)

The followang document(s) are associated with this transaction:

Drocument description: Iain Docurment

Original filename:n/a

Electronic document Stamp:

[STAWPE deecftamp ID=10601125473 [Date=4/27/2005] [FleMNumber=1716-0]
a%b 2009 icdd 3b 514 006af824 5087 a%e8ba%c 168 143d3cfba 735748 9cb 28994 db 66 1
Mba7alc077181al02930dfa4 96fdba33a621%e20ab62dbofb E554 20 0%a])

Figure 9 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that this Application to Proceed in Forma Pauperis is now an official
court document.

e To print a copy of this NEF, click the browser [Print] icon. Itis
recommended that you print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Filing an Objection,
Response, Reply, Memorandum or Brief
To file an Objection” in ECF, select the event, select the relief, enter

the case number, select the filer, reference a case document and accept the
final docket text.

STEP 1  After logging into CM/ECF, click on Civil on the ECF Main
Menu bar (see Figure 1).

= o)
o Civil + Criminal +« Query + Reports -+ Utilities + Logout o_

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Events

Answers Other Filings
Answers to Complaints and Other Initisting Documents  ADE Documents
Amended and Other Answers Motices

Trial Documents

Motions and Related Filings Civil &ppeal Documents
Iiotions Banlauptey Appeal Documents
Applications Cither Documents
Amended MW otions Fre- and Post Judoment Documents
Cross Motions Eestricted Documents Pursuant to B-Coverniment & ot or Order
Joint Il otions
Petitions
Supplemental Motions
Chiections, Responses, Replies, MMemoranda and Briefs

Figure 2 — Civil Events Screen

“ Where “Objection” appears, you may substitute “Response,” “Reply”, “Memorandum” or “Brief” for
instructional purposes.
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e Click on Objections, Responses, Replies, Memoranda and Briefs
under the Motions and Related Filings heading.

STEP 3  The system will display the Objections, Responses, Replies,
Memoranda and Briefs Relief screen (see Figure 3).

Dbjections, Responses, Replies, Memoranda and Briefs

[
Brief In Support Of Application -
Brief In Support Of Motion
Exhibits In Support Of Motion - USE OMLY IF EXHIBITS ARE NOT ATTACHED TO A MOTION
bemorandum In Opposition To Maotion
bemorandurm In Support Of Application
Mermorandum In Support Of Motion

Dhbjection To Findings And Recommendations

Ohjections To Interrogatories

Feply Ta Response To Motion

Feply To Response To Petition

Fesponse In Opposition To Application -

Figure 3 — Objections, Responses, Replies, Memoranda and Briefs Relief Screen

e On this screen you can scroll up or down to locate the relief sought by
the Objection you are filing. Click to highlight your selection.
e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).
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Case Number

|n5-200 99.12345, 1:99-cv-12345, 1-99-cv-12343, 99cv1 2345, or 1 99cv12345

Ne:ﬂl Clear |

Figure 4 — Case Number Screen
e Enter the case number.

e Click [Next].

STEP 5 The system will then display the pdf document screen (see
Figure 5a).

Select the pdf documernt (for example: CAew501-21 pdf).

Filename
Browse... |

A ttachments to Document: * Ho O Ves

Nextl Clear |

Figure 5a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
5b).
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Choose file . llil
Look in: Ia.ﬁ.ppleseedvhﬂusslemans j = Ifi( v

E.ﬁ.mended Answer
'@.ﬁ.nswer Attached to Motice of Rernowval
'@.ﬁ.nswer ko Caomplaink

'@.ﬁ.pplicatinn for IFP

@Certificate of Service for 1sk Interrogs
'@Jnint Mation to Modify Scheduling Order
'@Mntinn ko Dismiss

'@Nutice of Appeal
Objection to Report Recommendation
I@Sum:ulemental Mation bo Dismiss

File name: IEII:-ieu:tiu:un to Report Recommendation j
Files of type: I,-‘.‘-.II Files [=.%) j Cancel |
7

Figure 5b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory structure, or
click on the “Up One Level” icon, to go up one directory in the directory
structure.

Navigate to the directory where the appropriate pdf file is located,
then click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 5c).
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art Format Tools Table Window Help Acrobat |
— I:I:I En - —
SR N ,g|1T 100% = @’:JTimesNev Prt I u |§§§§
'%"':"'2."':"'3."':"HNetWareCnpy... A '
Scan Faor Yiruses, .
Choose file Open Wwith - ﬂil
Loak i Ia.ﬁ.ppleseedvhﬂusslemans o3 WinZip Y B ER-
3
E.ﬁ.mended Answer Soel 1fe
'@.ﬁ.nswer Attached ko Motice of Remoy, Cut
'@.ﬁ.nswer ko Complaint Copy
@.ﬁ.pplicatiun far IFP
'@Certiﬁcate of Service for 15t Inkerro lrealie s
'@Jnint Maotion to Modify Scheduling Cr Ll
'@Mutinn ko Dismiss RIS
'@Nutice of Appeal Properties
Dbjection to Report Recommendation
'@Supplemental Mation to Dismiss
File name: II:II:uiectil:un to Report B ecommendation j Open I
Files of type: I,&.II Files [*%] j Cancel |
v/

Figure 5¢ — Right-click Menu

e On this menu, click Open with Acrobat 6.0. The system will launch
the Adobe Acrobat Reader to display the contents of the pdf
document, allowing you to verify that this is the correct document.

e |f this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 5b) to return to the pdf document screen (see Figure 5a).

e [f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

e |f this document has attachments, such as exhibits or a proposed
order, click the Yes radio button at the bottom and proceed to Step 6.
If there are no attachments, go to Step 9.
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Click [Next].

STEP 6 Complete this step ONLY if you have attachments to the
Supplemental Motion (see Figure 6).

Select one or more attachments.
11 Entet the paf document that contains attachment (for example: Clappendicpdf).
Filename

I Browse. .. |

[ At wour option, select a document category, enter a description, and select a type.

Category Description

[ & dd the filename to the bt box below. If wou have more attackuments, go back to Step 1. Whetn the st of filenames 15 complete, click
B ext battot,

Addwolist |

Femaowe from List |

[ et

Figure 6 — Document Attachment Screen
Adding attachments is a three-part process:
1) Browse for the attachment as described in Step 5.
2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].
Repeat this process until you have added all the attachments.

When you have added all your attachments, click [Next].
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STEP 7 The system will then display the Party Selection screen (see Figure
7).

Select the filer.
Select the Partiy:

Alpine Trucking [Defendant] Addireate New Party
Applesead, John W, Il [FPlainti

Mussleman's, Inc. [Defendant

Nextl Clear |

Figure 7 — Party Selection Screen

e  Select the name of the party filing the Objection.

e Click [Next].

STEP 8 The system will then display the Refer to Event screen (see
Figure 8).

I” Refer to existing eveni(s)?
Filed | o |
pocuments[ | o[ ]
et | Clear |

Figure 8— Refer to Event Screen

e Click on the check box beside “refer to existing event(s)?”

e NOTE: If you know specifically the filing date or the docket number
of the document to which your motion refers, you may enter that
information in the fields entitled “filed” or “documents.” This will
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limit the search to only those papers filed within those parameters.
Otherwise, all case documents will be listed on the upcoming screen.

e Click [Next].

STEP 9 The system will then display the Select Event screen (see

Figure 9a).

[T 032372005 L
[T 03/23/2005 2

[T 0372372005 3
[T 037242005 4
[T 0372472005 3
[~ 04042005 6
[~ 04042005 7

[T 04052005 2

[ 04052005 2

COMPLAINT. Filing Fee $150.00. Feceipt # 658, (rap)
SULMMLONS I33UED by the Cletk on behalf of John W Appleseed, IIT for Mussleman's, Ine.,

te: [1] Complaint, returnable 20 days. (rap)

AMNIWER TO COMPLAINT by Mussleman's, Inc.. (Fimble, Hanlk)

AMNIWEER TO COMPLAINT with jury demand by Mussleman's, Ine.. (Fimhle, Hank)
AMENDED ANSWER TO by Mussleman's, Inc. re: [3] Answer to Complaint (Fimble, Hanld)
MOTION by John W, Appleseed, IIT to Amend [1] Complaint.. (I cIntosh, Crispim

MOTION by John W, Appleseed, [T to Dismiss re: [3] Amended Answer to Complaint.
(Melntosh, Crispin)

EEPORT AND RECOIMENDATIONS re [7] MOTION by John W, Appleseed, [T to Dismiss

te: [3] Amended Answer to Complaint. Objections to RER due by 41872005, Signed by Judge
R. Clatke VanDervort on 4520035, (ce: attys; aty unrepresented party) (rap)

OFDEER setting heating on motion to amend complaint for 35405 at 10 a.m. in Chatleston.
Bigned by Judge David & Faber on 452005, (oo attys, any unrepresented party) (rap)

[~ 04082005 10 EXHIBIT LIST FROM JURY TRIAL held March 15 - 15, 2005, (rap)

[T 0471152005 11 MOTION by Mussleman's, Ine. to Dismiss re: [1] Complaint (Kimble, Hank)

[~ 04112005 12 MOTION by Mussleman's, Ine. for Summary Tudgment (Fimble, Hank)

[T 0411/2005 13 MOTION by Musslemarn's, Inc. to 3ubstitute Oliver Douglas as Counsel in lew of Hank

Kimble (Kimble, Hank)

- 041452005 14 AMENDED COMPLAINT by Joht W Appleseed, III against Alpine Tracking, (tap)

Figure 9a — Select Event Screen

e Check the box next to the event to which the Objection refers.

e NOTE: When filing an Objection to Findings and Recommendations,
you will receive a screen listing any Findings and Recommendation
events (see Figure 9b).

[~ 030552005 34 FINDINGS AND RECORMMENDATIONS re [30] MOTION by Mussleman's, Inc. to Dismiss re:

[1] Complaint. . Bigned by Judge B Clarke VanDervort on 552005, (ce: attys; any
utrepresented party) (rap)

Nex‘tl Clear |
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Figure 9b Refer to Report Recommendation Event Screen

e Click [Next].

STEP 10 The system will display the Case Number Verification screen
(see Figure 10).

Objections, Responses, Replies, Memoranda and Briefs
2:05-cy-00200 Appleseed y. Musslerman's, Ine.

Nextl Clear |

Figure 10 — Case Number Verification Screen

o Verify this is the correct case and case number.

e Click [Next].

STEP 11 The system displays the Final Text screen (see Figure 11).

Docket Text: Final Text

OBJECTION by Plaintiff John W. Appleseed, lll to [34] Findings and Recommendations.
{Mcintosh, Crispin)

Attention!! Pressing the NEXT hution on this screen commits this transaction. Tou will have no further
opportunity to modify this transaction if you continue.

Mexd Clear |

Figure 11 — Final Text Screen

This displays how your docket entry will appear on the docket sheet.

Once you click Next], this Objection to the Findings and Recommendations
Is entered into the ECF system and cannot be modified without involvement
of the court.
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If you have made an error in the docket entry, use the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].

STEP 12 Finally, the system will display the Notice of Electronic Filing
screen (see Figure 12).

United States District Court
Southern District of West Virginia

Hotice of Electronic Filing

The following transaction was recedved from Melntosh, Crispin entered on 65152005 at 11:52 AM EDT and filed on 61,2005

Case Name: Appleseed v, IMussleman's, Ine.
Case Number: 2i05- =200
Filex: JTohn W, Appleseed, III

WARNING: CASE CLOSED on 04/27/2005
Document Mumher: 38

Docket Texi:
DEIECTION by Plaintiff Tohn W, Appleseed, [IT to [34] Findings and Recommendations. (Mclntosh, Crispir)

The following document(s) are associated with this transaction:

Document description:Iain Docuament

Original filename:r/a

Elecironic document Stamp:

[ETAME deecfitamp ID=1060112543 [Date=6/1/2005] [FileMumber=06517-0] [3

Figure 12 — Notice of Electronic Filing screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that this is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. It is
recommended that you print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.
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e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

« If you are finished filing documents, click on Logout.
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Filing a Reply to a Response

To file a Reply to a Response in ECF, select the event, select the
relief, enter the case number, select the filer, reference a case document and
accept the final docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

ZEC )
UE F Civil + Criminal + OQuery + Reports + Utilities + Logout ?

Figure 1 — ECF Main Menu Bar

STEP 2  The system will display the Civil Events screen (see Figure 2).

Civil Frents
Answers Other Filings
Answers to Complaints and Other Indtisting Docwments ADE Documents
Amended and Other Answers Motices
Trial Doouments
Motions and Related Filings Civil Appeal Documents
hiotions Bankruptey Appeal Documents
Spplications Cither Documents
Amended Motions FPre- and Post Judament Documents
Cross MWotions Restricted Documents Pursuant to E-Government & ot or Order
JToint Wotions
Fetitions
Supplemental Llotions
Chiectiofis, Fespotises, Replies, MMemoranda and Briefs

Figure 2 — Civil Events Screen

e Click on Objections, Responses, Replies, Memoranda and Briefs
under the Motions and Related Filings heading.
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STEP 3 The system will display the Objections, Responses, Replies,
Memoranda and Briefs Relief screen (see Figure 3).

Objections, Responses, Replies, Memoranda and Briefs

Feply To Response To kotion j

Memorandurm In Support Of Application
Mermorandurm In Support Of Mation

Ohjection To Findings And Recommendations
Chjections Ta Interrogataries

Feply To Response To Motion
Feply To Response To Fetition
Fesponse In Opposition To Application
Fesponse In Opposition To Motion
Fesponse In Opposition To Petition
Fesponse In Support Of Application
Fesponse In Support Of Motion

Figure 3 — Objections, Responses, Replies, Memoranda and Briefs Relief Screen

e On this screen you can scroll up or down to locate the document you
are filing. Click to highlight your selection.

e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).

Case Number

|n5-200 00.12345, 1:99-0v-12345, 1-99-ov-12343, 99v1 2345, or 1 9912345

Ne:dl Clear |

Figure 4 — Case Number Screen

e Enter the case number.
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e Click [Next].

STEP 5 The system will then display the pdf Document screen (see
Figure 5a).

Select the pdf docwment (for example: CAMew501-21 pdf).

Filename
Browse. .. |

Attachments to Document: ™ Ha  Yes

Nextl Clear |

Figure 5a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.

There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure
5b).
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Choose file

Look, in: I 3 Appleseed v Musslemans

Higtary

@

k

%&,

My Documents

bp Metwork P...

x| & e E-

E.ﬁ.mended Answer

'@.ﬁ.nswer Attached to Motice of Rernoval
'@.ﬁ.nswer ko Cornplaink

'@Certificate of Service For 1st Interrogs
@quint Maotion to Modify Scheduling Order
'@MDtinn ko Dismiss

'@Nutice of Appeal

'@Objectinn ko Findings and Recommendations
Reply to Response to Makion
'@Supplemental Makian ko Dismiss

File name: IHEDL‘,‘ to Responze to Motion

Open

Filez af type: I.-'-‘-.II Files [*.7]

Figure 5b — Choose File Screen

[
=~

Cancel

I

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down thirectory structure, or

click on the “Up One Level” icon,

directory structure.

to go up one directory in the

Navigate to the directory where the appropriate pdf file is located,
then click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 5c).
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o T S
M het\Ware Copuw. ..
Scan For Yiruses, .,
Choose file X
Cpen With 2 —I—I
Laak in: Ia Applezeed v Musslem, M@WinZip L =% EH-
E.ﬁ.mended Answer Send Ta ¢
'@.ﬁ.nswer Attachedto Mo -
'@.ﬁ.nswer ko Complaint Copy
'@Certificate of Service fi
T Joink Mation ba Madify s Create Sharkout
T Mation to Dismiss Delete
T atice of Appeal Rename
'@Objectiun ko Findings al Properties
Reply ko Response ko Moo
'@Supplemental Mokion bo Disrniss
File name: IHepI_I,I to Responsze to Mation j Open I
Files of type: |g|| Files [*.] =l Cancel |
e

Figure 5c — Right-click Menu

e On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

e |f this is the correct document, close or minimize the Adobe Acrobat
Reader. Click the [Open] button on the File Upload screen (see
Figure 5b) to return to the pdf document screen (see Figure 5a).

e |f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct
pdf file.

¢ If this document has attachments, such as exhibits or a proposed
order, click the Yes radio button at the bottom and proceed to Step 6.
If there are no attachments, go to Step 7.
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Click [Next].

STEP 6 Complete this step ONLY if you have attachments to the
Supplemental Motion (see Figure 6).

Select one or more attachments.
11 Entet the paf document that contains attachment (for example: Clappendicpdf).

Filename

I Browse. .. |

[ At wour option, select a document category, enter a description, and select a type.
Category Description

[ & dd the filename to the bt box below. If wou have more attackuments, go back to Step 1. Whetn the st of filenames 15 complete, click
Mext button.

Addwolist |

Femaowe from List |

[ et

Figure 6 — Document Attachment Screen
Adding attachments is a three-part process:
1) Browse for the attachment as described in Step 5.
2) Select the Type and/or type a Description of the attachment.
3) Click [Add to List].
Repeat this process until you have added all the attachments.

When you have added all your attachments, click [Next].

STEP 7  The system will then display the Party Selection screen (see
Figure 7).
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Select the filer.
Select the Party:

A ddCreate Mew Partry

|Alpine Trucking [Defendsnt]
Appleseed, John W, || [Elaintiff
bussleman's, Inc. [Defendant]

Ne:ﬂl Clear |

Figure 7 — Party Selection Screen

e  Select the name of the party filing the Reply.

e Click [Next].

STEP 8 The system will then display the Refer to Event screen (see
Figure 8)

I” Refer to existing eveni(s)?
Filed | i |
Documenmts | w|
Mt | Clear |

Figure 8— Refer to Event Screen

e Click on the check box beside “refer to existing event(s)?”

e NOTE: If you know specifically the filing date or the docket number
of the document to which your motion refers, you may enter that
information in the fields entitled “filed” or “documents.” This will
limit the search to only those papers filed within those parameters.
Otherwise, all case documents will be listed on the upcoming screen.

e Click [Next].
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STEP 9 The system will then display the Select Event screen (see
Figure 9).

[T 047472005 17 PETITION by Alpine Trucking for Forfeiture of Property (rap)  (Terminafed)
[ 04142005 18 COMZENT FOR SETTLEMENT by John W, Appleseed, IT1 (rap)
[ 0471472005 19 RESPONGEE by hMussleman's, Inc.in opposition ta [6] MOTION by John W Appleseed, 111 to

Amend [1] Complaint. (ragp

[T 04142005 20 RESPOMEE by Defendant Mussleman's, Inc. in opposition to [LT] PETITION by Alpine
Trucking for Fotfeiture of Propertty (rap)

[T 041472005 21 OBJECTICHN by Defendant Alpine Trucking to [2] Report and Recommendations. (rap)
[T 04152005 22 WITHESS LIST from 4/15/05 motions heating, (rap)

[T 0472572005 23 OBJECTION by Defendant Mussleman's, Inc. to [2] Eeport and Recommendations (Fimble,
Hank)
[T 04/26/2005 24 BILL OF COSTS RECEIVED by Tohn W. Appleseed, I (rap)

[T 042772005 25 APPLICATION by hdussleman's, Inc. ta Proceed in forma pauperis. (Fimble, Hank)
{Terminated)

Figure 9 — Select Event Screen

e Check the box next to the event to which the Reply refers.

e Click [Next].

STEP 10 The system will display the Case Number Verification screen
(see Figure 10).

Objections, Responses, Replies, Memoranda and Briefs
2:05-cw-00200 Appleseed v, Mussleman's, Inc.

Nextl Clear |

Figure 9 — Case Number Verification Screen

e Verify case number and name are correct.

e Click [Next].
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STEP 11 The system displays the Final Text screen (see Figure 11).

Docket Text: Final Text

REPLY by Plaintiff John W. Appleseed, Il to [19] Response In Opposition to Motion. (McIntosh,
Crispin)

Attention!! Pressing the NEXT bhutton on this screen commits this transaction. You will have no further
opportunity to moedify this transaction if you continue.

Nen-dl Clear |

Figure 11 — Final Text Screen

This displays how your docket entry will appear on the docket sheet. Once
you

click the [Next] button, this Reply to the Response in Opposition to a
Motion

Is entered into the ECF system and cannot be modified without involvement

of the court.

If you have made an error in the docket entry, use the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click [Next].
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STEP 12 Finally, the system will display the Notice of Electronic Filing
(see Figure 12).

Southern District of West Virginia

Motice of Electronic Filing

The following transaction was received from Melntosh, Crispin entered on 57520035 at 1133 AM EDT and filed on 5/5/2005

Case Name: Appleseed v, Mussleman's, [ne.
Case Number: 2005200
Filer: JTohn W, Appleseed, [1I

WARNMING: CASE CLOSED on 04/27/2005
Document Mumber: 36

Pocket Texi:
FEPLY by Plaintiff John W. Appleseed, III to [19] Response In Opposition to Motion. (MWelntosh, Crispitn)

Che following document(s) are associated with this transaction:

Document description:hain Document

Driginal filename:n'a

Electronic document Siamp:

ETAMP deecfStamp ID=1060112543 [Date=5/572005] [FileNumber=2261-0] [3
radfbal fhPaaT 10581 14cd01 5841 a2 30E42305534425821 14385 chdl ace(2481 2250765
11 233026264001 300058 c00dEhbil 261406 645 P28 h abf34d7 2403])

Figure 12 — Notice of Electronic Filing Screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that this is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. It is
recommended that you print or save the NEF as a pdf.

e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.
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Filing a Certificate of Service

[Note: This section refers to the Certificate of Service that is the
stand-alone document filed in lieu of discovery material, not the certificate
of service which Rule 5(d), Federal Rules of Civil Procedure, requires as a
part of other filed documents.]

To file a Certificate of Service in ECF, select the appropriate event,
enter the case number, select the party filer, enter the title of the document to
which the Certificate of Service applies, and accept the final docket text.

STEP 1  After logging into CM/ECEF, click on Civil on the ECF Main
Menu bar (see Figure 1).

> )
S Civil + Criminal + Query + Reports -« Utilities + Logout ?

Figure 1 — ECF Main Menu Bar

STEP 2 The system will display the Civil Events screen (see Figure 2).

Civil Erenis

Answers Other Filings (
Answers to Complaints and Other Initiating Documents ADE Documents
Amended and Other Answers Motices

Trial Dlocuments

Motions and Related Filings Civil Appeal Documernts
Ilotions Banlouptey Appeal Documents
Applications Cither Documents
Amended Motions FPre- and Post Judoment Documents
Cross Iotions Eestricted Documents Pursuant to E-Government & ct or Order
Joint MWlotions
Petitions
Supplemental M otions
Chiections, Responses, Replies, I emoranda and Briefs

Figure 2 — Civil Events Screen

e Click on Other Documents under the Other Filings heading.
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STEP 3 The system will display the Other Documents screen (see
Figure 3).

Dther Documents

Afficanit

Amicus Curiae Appearance
Certificate Of Service
Corporate Disclosure Statement |
Disclosure Statement Pursuant To Bule 7.1, FRCWFE
Docket Sheet From Circuit Court

Financial Affidawit

Financial Affidawit- CJA 23

Jury Demand

Opt Out Form -

Figure 3 — Other Documents Screen

e Scroll up or down to locate the document you are filing. Click to
highlight your selection.
e Click [Next].

STEP 4  The system will then display the Case Number screen (see
Figure 4).

Case Number

|2:08-cv-200 0012345, 1:00-¢v-12345, 1-00-cv-12345, 90cv12345, or 1. 00cv] 2345

Nextl Clear |

Figure 4 — Case Number Screen

e Enter the case number.
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e Click [Next].

STEP 5  The system will display the Case Verification screen (see
Figure 5).

IDther Documents

L 05 me- 00200 A ppleseed w, Iusslernan's, Inc.
I et | Clear |

Figure 5 — Case Verification Screen

e Verify this is the correct case.

e Click [Next].

STEP 6 The system will then display the pdf Document screen (see
Figure 6a).

Select the pdf docwment (for example: CAMew501-21 pdf).

Filename
Browse. .. |

Attachments to Document: ™ Ha  Yes

Nextl Clear |

Figure 6a — Select the pdf Document Screen

e Attach the pdf file to the docket entry.
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There are two methods of attaching an image: you can type in the path
and filename of the document with the pdf extension in the Filename field;
or you can click the [Browse...] button to find it. If you click the
[Browse...] button, the system will display a Choose File screen (see Figure

6b).

by Metwork P

Laak it I i Appleseed v Musslemans j o= £ Ef-
E.ﬁ.pplicatiun for IFP
'@Certificate of Service For 15t Inkerrogs
'@Juint Mation to Modify Scheduling Crder
'@Natice of Appeal
'@Supplemental Mation ta Dismiss
File name: || j Open I
Files of type: I.-'.‘-.II Files [*.] . Cancel |
4

Figure 6b — Choose File Screen

On this screen, click the down arrow for the Files of type: field at the
bottom and select “All Files (*.*).” This screen will show all files,
including pdf files. If the desired file is not displayed, either double-click on
any directory or folder icon to go down the directory structure, or click on
the “Up One Level” icon to go up one directory in the directory

structure.

Navigate to the directory where the appropriate pdf file is located,
then click on it to select it.

e To make sure you are associating the correct file, you should always
view the selected file by right-clicking on the filename. That will
bring up a menu similar to the following (see Figure 6c¢).
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Choose file 2| x|
Look, in: I i Appleseed v Musslemans j = |=_~>f: v
E.ﬁ.pplicatian for IFP
Certificate of Service For 1st Interrogs
@quint Maotion to Modify Scheduling Crde Tl
s o oped T
'@Supplemental Mokion to Dismiss Prink
M Met'Ware Capy...
Scan For Wiruses. ..
Open With 3
&5 WinZip
Send To k
Zuk
File name: Il:ertifi-:ate of Service f - CORY Open I
Files of type: I,-'.‘-.II Files [*%] Create Shorbeut Cancel |
Delete pA

Figure 6¢c — Right-click Menu

e On this menu, click Open. The system will launch the Adobe Acrobat
Reader to display the contents of the pdf document, allowing you to
verify that this is the correct document.

e If this is the correct document, minimize the Adobe Acrobat Reader.
Click the [Open] button on the File Upload screen (see Figure 6b) to
return to the pdf document screen (see Figure 6a).

e |[f this is not the correct file, close this window, navigate to a different
directory, if necessary, and open another file until you find the correct

pdf file.

o Click [Next].
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STEP 7  The system will then display the Select Filer screen (see
Figure 7).

Belect the filer.

Select the Party:

Alpine Trucking [Defendant] fddireate Hew Party
Appleseed, John W, Il [Flaintiff]
bussleman's, Inc. [Defendant]

Mt | Clear |

Figure 7 — Select Filer Screen
e Select the name of the party filing the Certificate of Service.
e Click [Next].
STEP 8 The system will then display the Enter Title of Document

screen
(see Figure 8a).

Enter Title of Document: ||

Ne:-dl Clear |

Figure 8a — Enter Title of Document Screen

o Enter the title of the document to which the Certificate of Service applies,
such as “Defendant’s First Set of Interrogatories to Plaintiff.” (See
Figure 8b)
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Enter Title of Document: |1te rrogatories to Flaintift

Ne:ﬂl Clear |

Figure 8b — Enter Title of Document Screen

e Click [Next].

STEP 9 The system will display the Case Verification screen (see Figure
9).

205-cw-00200 Appleseed v Mussleman's, [nc.

[R= Clear

Figure 9 —Case Verification screen

e Verify case number and name are correct.

e Click [Next].

STEP 10 The system displays the Final Text screen (see Figure 10).

Docket Text: Final Text
CERTIFICATE OF SERVICE filed by Mussleman's, Inc. for Defendant’s First Interrogatories to
Plaintiff. (Kimble, Hank)

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no further
opporitunity to modify this transaction if you continue.

Mt Clear |

Figure 10 — Final Text screen

This displays how your docket entry will appear on the docket sheet. Once
you
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click [Next], this Certificate of Service is entered into the ECF system and
cannot
be modified without involvement of the court.

If you have made an error in the docket entry, click the Back button on your
browser to return to the screen where the error was made, correct the error,
then proceed again through the transaction.

e When satisfied the docket text is correct, click Next].

STEP 11 Finally, the system will display the Notice of Electronic Filing
(see Figure 11).

SOUMETH UETTT 0T WesT VITZITE
Motice of Electronic Filing
The following transaction was recetved from Eimble, Hank entered on 472272005 at 1:12 PRI EDT and filed on 4722/2005
Cage Mame: Appleseed v, Ivluzslemnan's, Inc.
Case Number: 2:05--200
Filer: IvTnzslemar's, Inc.

WARNING: CASE CLOSED on 047272005
Document Mumhber: 29

Docket Text:
CERTIFICATE OF SEREVICE filed by Defendant Iusslernan's, Inc. for First Interrogatories to Plamtiff. (Fimble, Hank)

The following docwment(s) are associated with this transaction:

Document description:Ivlain Docarnent
Original filename:nfa

Floctranis docsman nt Cdnnamn s

Figure 11 — Notice of Electronic Filing screen

e The Notice of Electronic Filing (NEF) is the verification that the
filing has been sent electronically to the court’s database. It certifies
that this is now an official court document.

e To print a copy of this NEF, click the browser [Print] icon. It is
recommended you print or save the NEF as a pdf.
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e To save a copy of this NEF, click [File] on the browser menu.

e When you arrive at the Notice of Electronic Filing screen, you are
finished with the filing of your document.

e |f you need to file additional documents via ECF, make the
appropriate choice from the Main Menu bar. For example, click on
Civil to file another document in a civil case.

e |f you are finished filing documents, click on Logout.

The system will then display the Notice of Electronic Filing for your
Motion for Summary Judgment. See page 9 of “Filing a Motion” for
details regarding the NEF.
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Post-Judgment Remedies 8§ A The Filing Process

Once the Court renders judgment, the judgment debtor has an automatic ten-day stay from
enforcement of the judgment (exceptions: injunctions, receiverships, and patent accountings-
Rule 62, FRCP). If the judgment debtor does not comply with the judgment order, the judgment
creditor may employ several alternatives to compel compliance. This document outlines the
docketing procedures for those remedies.

1. Go to the Civil section of CM/ECF.

3 CM/ECF - LLS, District Courb:WYSD - Microsoft Inkermet Explorer

|Fie Edic  ‘igw Fzvories  Toos  Help

I| Bak - 4 - (@ [F] | Dearch [EFaveekzs Fedia | 35- %‘3

actress [ ] https yfact. vved.circé.cknmfogi-binjlogin ph 27520 1205580303 _238 0, |

Criminal . QUEery . RepOrts . utilities: . Lot

United States District Court
Southern District of West Virginia

Official Court Electronic Document Filing System

2. Go to Pre- and Post-Judgment Documents:

Criminal . Ouery . Reports . Litilities
Civil Events
Answers Other Filings Court Events
Answers to Complaints and Other Inithating Documents  ADR Documents
Amended and Other Answers Notices
Trial Documents
Motions and Related Filings Civil Appeal Documents
Motions Bankmiptcy Appeal Documents
Applicationg Other Documents
Amended Motions Condemnation
Cross Motions Pre- and Post Judgment Documents
Joint Motions
Petitions
Supplemental Motions
Obiections, Responses, Replies, Memoranda and Briefs
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3. Click on the down-arrow and find the appropriate document on the drop-down menu:

EE F Ciwil . Criminal . Quiery . Reports . util

Post Judgment Documents

Angwer To Wit
Applicaton For Abstract Of Exacuion

Applicaton For Abstract Of Judgment

Applicaton For Certffication Of Judgm ar Registration In Another Distict
Applicaton Forit Of Execution (Fien Facii

Applicaton For it Of Garnishment

Applicaton For Wit Ol Garnighment- LS4

Applicaion For it Ol Fossession

Applicaton For Wit Of Suggestion

Bl Of Costs Diajection

™~

File Edit “iew Favorites Tools  Help

GBack + = - (D) 7t | Qsearch [EFavorites EfiMeda 4 ‘ B\ S -

Address I’L‘j https:{fecf-train.wysd. circd. denfogi-binglogin. pl? 74689076534 3377-L_238_0-1

Criminal Query Reports Utilities

Application For Abstract Of Judgment

MNext | Clear |

5. Insert the case number:

Criminal Query Reports

Pre- and Post-Judament Documents

Case Number
[05-4041 99-12345, 1:99-cv-12345, 1-99-cv-12345, 99¢cv12345, or 1:99¢cv12345

MI Clear |
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6. Verify that you selected the correct case:

Criminal . Query . Reports

Pre- and Post-Judgment Documents

2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

' Clear |

F

N

-Click Next if correct.

7. On the next screen, you’ll choose the document you wish to submit:

Criminal . Query . Reports

Pre- and Post-Judgment Documents
2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

Select the pdf document (for example: C:\199¢cv501-21.pdf).
Filename

" Browse..
Attachments to Documen;:g Y‘\

_

Here, you must have a document prepared to submit via the Browse function in support
of the docket event. Section B of this manual illustrates how to find, save, complete and submit
the forms respective to these docketing events. If you have not already created the necessary
document, review Section B before proceeding with the following steps.
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8. Attach the Application: At the screen with the Browse function, click Browse and search for
your document.

Criminal

Query

Reports Utilities

Pre- and Post-Judgment Documents

2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

ook ir; Ia Demos j - = B

2l

Filename

M Clear |

_1Train Dermo for Testing

Appl fr Abstract of Imt-Injuredguy

H: Application For PIR- IMJUREDGLY

E Application For Abstract of Judgment-Injurédguy '@Judgment Merio Order - Social Seq

ﬁJudgment - Social Security
Judgment - Social Security-POF

ﬁJudgment Memo Order -Social Secc

] Atkached Party List Type: Adobe Acrobat Document pval
Attached Party List Size: 586 KB & of Removal
7 Civil Camplaink Tl Sumrnons- Anderson

H: Civil Cover Sheet- Zeller v Anderson et al

ﬁSummons— Boggs
H: Complaint Zeller » Andreson et al

ﬁSummons— Zimmnerman Case

TE)Cvl Cvr Sheet- Zeller—- Natice of Remaval T TEST 03- MAY 05

E Diockek Sheet Test of Attorney Functions
|4 | i
File narne: IAppI fr Abstract of Jmt-Injuredguy j Open I
Files of type: IAII Filess (=) j Cancel

I&\\_

-Note: We recommend that
you right-click on and open
the document to verify that it
is the correct document.

SE ' DSCn —— nainniannc
Choose file [ _?lll
Laok in: I 5 Demos j & & ER-
Train Dema For Testing ﬁJudgment Memo Order - Socal Seo
W— = -
» select -Social Secu
ﬁnpplication faor
1 attachied Parts I
Attached Party  Kil o Pleading:
) Civil Complaint Print
@Civil Cover She  prinkD
@Complaint Zelle Case
N Netware Copy...
ECVI Cwr Sheet- ald tions

Judgrment - Sor Scan For Yiruses...

al
ﬁJudgment -So Open With b et
‘ 3 Add to Zip =
—I— 3 Add to Appl fr Abstract of Jmt-Injuredguy.zip —I
File name: 3 Zip and E-Mail Appl Fr Abstract of Imt-Injuredguy.zip Open I
Filez of type: S| T ' Cancel |
Cut 2
Copy

Create Shorkout
Delete
Rename

Properties
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-Click on the Open button (or double click the highlighted document title) to populate the
Filename block beside the Browse button.

/33 CM/ECF - L.5. District Court:WV¥SD - Microsoft Internet Explorer
File Edt ‘iew Favorites Tools Help

s=Back - = - @ it | @Search [l Favorites @Media @ | %v =] -

Address I@ https: | fecf-train.wesd, circd . donfcgi-binglogin, pl? 746890765343377-L_238_0-1

Criminal . Query . Reports

Pre- and Post-Judgment Documents
2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

Select the pdf document (for example: C:\199¢v501-21.pdf).
Filename

IN:\DemDs\AppIfrAbstractomet—Injure Browse... |

Attachments to Document: © No & Yes

[RI=E Clear |

-To add attachments to the application, click the Yes radio button and repeat the process
on the following screen:

Pre- and Post-Judgment Documents

Select one or more attachments.

Criminal . Query . Reports

2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

1) Enter the pdf document that contains attachment (for example: C:\appendix.pdf).
Filename

IN:\Demos\Abstrad of Judgrment.pdf Browse... |

2) At your option, select a document category, enter a description, and select a type.
Category Description

v

:+ j IPerDSE!d Abstract of Judgment

3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of
button.

Add to List '

Rermowe from List |

-Complete the Description box, click Add to List and Next to attach the exhibit.
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9. Se|eCt the fller . Criminal . Query

Pre- and Post-Judgment Documents
2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

Select the filer.
Select the Party:

Dowrang, Duddly D. [Defendant]. @ Add/Create New PaL’tX
Injuredguy. Eima Verrie [Plaintiff]

MNext Clear |
10. Check the box that asks : G-z ' L=y
whether this action refers to Pre- and Post-Judgment Documents

other actions. 2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

g

¥ R,fer to existing event(s)?

Filed | to |
Documents | to |
Nex1| Clearl

Pre- and Post-Judgment Documents
2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

11. Select the docket
gvent to which this event
relates:

Select the appropriate event(s) to which your event relates:

I 04/26/2005 15 ORDER denying [7] Motion to Appoint Expert . Signed by
Judge John T. Copenhaver, Jr. on 4/26/05. (cc: attys; any
unrepresented party) (wrh)

r 04/26/2005 17 ORDER granting [16] Motion for Leave to File. Signed by

Judge Goodwin on 4/26/2005. (cc: attys; any unrepresented

party) (wrh)

= 04/29/20035 20 JUDGMENT in favor of Plaintiff against Defendant. Signed

by Judge Joseph R. Goodwin on 4/29/2005. (cc: attys; any

unrepresented party) (wrh) (Entered: 04/30/2005)

Nextl Clear
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11. Verify the name of the filing party:

Fil= Edit View Favorites Tools Help
GBak - = - D ﬁ| Qsearch [EFavorites GMedia L4 | - S -

Address |’€| https:ffecf-train. wysd. circd .denfcgi-binglogin, pl?7 4689078534337 7-L_236_0-1

Criminal . Query . Reports Utilities

Pre- and Post-Judgment Documents
2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

returned is Eima Verrie Injuredguy

12. Review the final text of the event. Note the link to the docket event to which this entry
relates:

Reports . Utilities

Criminal . Query

Pre- and Post-Judgment Documents
2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

Docket Text: Final Text
APPLICATION by Eima Verrie Injuredguy for Abstract of [20] Judgment. (Attachments: # (1)

Proposed Abstract of Judgment) (Lincoln, Abe)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further
ortunity to modify this transaction if you continue.

-Click Next to commit the transaction to CM/ECF.
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13. Finally, review the Notice of Electronic Filing for accuracy. Report any deficiencies to the
office of the Clerk of Court.

File Edit VWiew Favorites Tools Help ‘

Gbak v = - QD 7} | Qysearch GaFavortes Firedia 3| By S | - 2

Address I’#j https: ffecf-train.vvsd.circd, donfegi-binflogin, pl?7 46539076534 3377-L_238_0-1

_- : . Criminal . Query . Reports . Utilities . Logout ;
Pre- and Post-Judgment Documents —

2:05-cv-04041 Injuredguy v. Dowrong CASE CLOSED on 04/29/2005

United States District Court
Southern District of West Virginia

[Notice of Electronic Filing

[The following transaction was received from Lincoln, Abe entered on 5/5/2005 at 7:41 PM EDT and filed on 5/5/2005

Case Name: Injuredguy v. Dowrong
Case Number: 2:05-cv-4041
Filer: Eima Verrie Injuredguy

WARNING: CASE CLOSED on 04/29/2005
Document Number: 21

[Docket Text:
IAPPLICATION by Eima Verrie Injuredguy for Abstract of [20] Judgment. {Attachments: # (1) Proposed Abstract of Judgment) (Lincoln, Abe)

The following document(s) are associated with this transaction:

ocument description:Main Document
Original filename:n/a
Electronic document Stamp:
[STAMP dcectfStamp_ID=1060112543 [Date=5/5/2005] [FileNumber=2267-0] [7
alac581b34e7509161940edbc6998e192945b77381551c98b0c0435730d71564d18626
5d76d1b20d6982a89ae2fac6c23857925b7cfa77599¢91 a3 dbd6dafv]] Loy
[Document description: Proposed Abstract of Judgment
Original filename:n/a
Electronic document Stamp:
[STAMP dcectStamp_ID=1060112543 [Date=5/5/2005] [FileNumber=2267-1] [3
€802ac4beb199d98981a7711238e4702da57d9515b8e7b268d9da005631117f8ca78cf
d912480dda37273a301849b10978f6ee2756c3d0eff883b39e00e9f4e]]

-
bhos  nencice a om0 a0 o m o |
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Post-Judgment Remedies § B- Completing the Forms

To docket an application for post-judgment relief, you must have a document completed
for docketing in CM/ECF. Our Court has developed forms that you can access on our
website at http://www.wvsd.uscourts.gov/ .

1. Find the form on the District Court web site. -Click on District Court:

File  Edit View Favorites Tools g |
S Back ~ = - @ 7t | @Ssar [ Favorites @Med\a @ | %- = - @
Address I’.ej hitkpes v v sd uscourts.qov j 6>Gu Links @ -

United States Federal Courts
Southern District of West Virginia

District Court

Bankruptey
Court

Probation Office
T.ocations
Points of Contact

Court Administration Probation Office
Ro 3200 Room 1200

t arleston, WV 2
E 7-3086

Hours of Operation are trom 8:30 AM. to 5:00 P.M. Monday through Friday

-Click on Forms:

GBack ~ = - ) at | Qhsearch (G Favorites  FE M @“%v =1 iR

Address Igj hkkp: S wvsd, uscourts, gov/districtfindes. htm \

 United States District Court

) Southern District of West Virginia

Attorney Admission Forms
CJA Plan Judges
CJRA Plan Jury
U5, Bankruptcy CM/ECF / Pacer Login Multidistrict Litigation
CM/ECF Information Points of Contact
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§ B- Completing the Forms

-Select Post-Judgment Remedies:

< Forms - Microsoft Internet Explorer

File Edit Yew Fawories Tods Help

I Back - = - 3 @ 7 | @59ardﬂ (B Faveritas @Meda ®| %- =] @I-

Acldress [&] httpsfumn.ervsd. uscourts govidisirick forms. him /

b United States District Court

Southern District of West Virginia

U.S, Distdict ! i
Case Opening Doeuments (givil)

Post Judgment Remedies (civil)  Attorney Specific Forms

15 Banlouatcy

3 Post Judgment Remedies (civil) - Microsoft Internet Explorar
Fic Edkt ‘%iew Favories Tocls  Help |

SBack - =+ - @ [ | Doeach CFaroies Eveds (3| B- S B - =

Pdd'ﬁ|-’§i]http:|’.Iwnw.wvsd.usmuﬂs.unv.l’dsh'id:ffonrw’Pnd:Judgmrt.htm 3 G0 Links ”|

B United States District Court
Southern District of West Virginia

Post Judgment Remedies

Application for Post-Judgment
Relief

Certification of Judgment for
Registration in Another District

-Select Application for Post Judgment Relief.

-You will also select the substantive document to submit in conjunction with your
application. For instance, if you file an application for Abstract of Judgment, you will
also complete and submit the Abstract of Judgment as an attachment to the application.
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§ B- Completing the Forms

2. Save the document to your computer, then complete the requisite boxes on the form, making
sure to specify which post-judgment remedy you are seeking.

-In this case, the Plaintiff is seeking an Abstract of Judgment and will submit this
application along with Form PJR-002, a completed Abstract of Judgment.

P L L L ) L e 2 gy TTETT =TT

: i ! i)
: T creale POF ~ ) Review & Comnent - ) Secure - g Skin - | ] Advanced Editng |-

él\‘i'T',']:ﬁsmdrm - E.J:| R Il S E-B-k-E® -] I:”ﬁ @ 150% - @ 07 0O [ Howran r‘

P Poen @ [Hl s e @ enal g sesrcn
- ﬁ‘

USDC/PJR-015 (04/03)

UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF WEST VIRGINIA
AT CHARLESTON =

EIMA VERRIE INJUREDGUY

V.
AppLICATION FOR POsT-JUDGMENT REMEDIES

DOUGLAS DOWRONG CiviL AcTioN 2:05-4040

WHEREAS, m a civil action 1 which judgment was recovered in the United States District
Court for the Southern District of West Virginia, the Defendant ~| hereby requests the
following:

Certification of Judgment for Registration in Another District
Attached: [CJForm PJR-001
[CJFee (89.00 per document/ 50 per page copied)

/ bstract of Judgment
Attached: orim PJR-00.2 (dbstract of Judgment)

Writ of Execution
Attached: OlForm PIR-003 (Writ of Execution)
[CJUsM 285 Service of Process Form

Comments
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§ B- Completing the Forms

3. Return to the Post-Judgment Remedies page and select the corresponding attachment(s):

-ﬁl:'-)st Judgment Remedies (civil) - Microsoft Internet EXplorar - I Aﬂ x
Fie Edt ‘iew Favorices Tocls  Help / ﬁ
<= Hack - = - Ia @ ) ﬁScarch E|Favories @Hcdin [ ] | %— =R 3
Arichzss (i) btk uavews. vevsd auscoutts, novdistrict Formt Poscludomer: bim = Hﬁ Links ”’|

k. United States District Court
Southern District of West Virginia

Post Judgment Remedies

Application for Post-Judgment
Relief

Certification of Judgment for
Registration in Another District

Abstract of Judgment
Writ of Execution

-Complete of requisite fields:

(04/05)

UNITED STATES DISTRICT COURT

SOUTHERN DISTRICT OF WEST VIRGINIA
AT CHARLESTON

EIMA VERRIE INJUREDGUY

ABSTRACT OF JUDGMENT
V.
Case NUMBER CIVIL. 2:05-4040

DOUGLAS DOWRONG

Tudgment was rendered bv the United States District Court for the Southern Distriet of West

Virginia at Charleston  on April 29, 2005 , in the above-entitled action, in favor of

Plamtiff
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POST-JUDGMENT REMEDIES
§ B- Completing the Forms

4. PRINT these forms back to PDF for submission in CM/ECF.

-Go to File-Print:

B8 adobe Acrobat Professional - [Abstract of Judgment pdf]
] File Edit Yiew Deccument Toos Advanced Window Hep

-Select your PDF writer:

$ [ ' Create PDE P loh |2 T Creste POF ) Revisw &
—— ™ Qpen.., Chl+0 = -
< CH-T-i@ -
oty Bt .. ML RRURS IS S — 2]
Emnall... i Printer
2 e Chil+ Mame: | HF LaserJet 3300 Series PCL & =l Praperties |
E
= a Clrles .| MWwWesb_scan\SYSTEMST et i (T
8 LES i SIS e SCANNGYSTEMS2 M Pt
Save fs.., Shift+CH+S Type: I Piint colar as black
Save 2 Certiied Document e Canon P5-1PU Color Lazer Copier w52.3 =
° ~Pont Rang| Fax ~ Prewvie
= UNITED ST B ...
. & el HF Lazeret 3300 Series PCLE
Reduce Fil: Size. .. SOUTI—IERB E electET OTaprT
= ! Curent page ” . Y
7 S=rd by Email for Review, . /
= ¥ EME for Revew Al " Pages from: |‘I b |1 " b
& Upload for Browser-Based Revisw, ., -
0 Geckienis Subsel.IAII pages in range - I I™ | Aewverse pages 1
= Zerd Comments to desiels Inftiatar., INJL‘REDGUY
' B — Page Handling
O Comments o word,
Copies: 1 = 85
Document Propetties... Chrl+D ]
it \ Page Scaling: IShrink large pages 7 .
Frift Setup. .. ift+Ctri+P -
PFrirk with Commentks, ., Chrl+T .
™ Choose Paper Source by PDF page size
PrirkMe Internet Prinking. .. Ab+Chrl+P
1 Cn\Formsh,., Jabstract of Judgment oot D m
it at: t tz ¥
2 0., .. ation for Abstract of Judgment pdf OEUMEN: And comments Units: Inches Zoon; 100%
~
3 CikzmpinotesE1EF34)Application Far PIRs. pdf D ()WR()N(]’
4Li,..{ppliation for PIR- INIUREDGLY pof { p,intingnpsl Cancel €
5 LAUSERS),... |applcation for PIRS pdf 2 i
Exit 40 i
-Click OK
Tndoment wag rendsred hirtha T

-Select a Folder and Name the file:

5. Return to CM/ECF and continue the
process.

PEYe i IaAdm\n Procedures- TRAIMING j L] ¥ Ea-

@Post-Judgment Remedies Sec A
@Post-Judgment Remedies Sec B
@Post-Judgment Remedies

ﬁnttorney Reqistration Form

~|Case Opening Email Instructions
ECase Opening-- Remavals

ﬁcwn- WD 04-21-05

ﬁcivi\- WYSD03-21-05

ECredlt Card Authorization Form

j Districk Akborney Reqgistration Form

ﬁPnst-Ju Bgent Remedies- pp 1-8

File: name:

Save I
Cancel |

F

Abstret of Jdgmntl njuredguy

[~
Save as type: IPDF files [*.PDF) j

SDWV-05-02-05
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Instructions for Using PDF Fillable Forms

8A. Completing PDF Fillable Forms:

To use a PDF fillable form, simply download the form and click in the fields to be
completed. Many times the fields will be colored, underlined, or otherwise sig@

2 Adobe Acrobat Professional - [J&C Prison-.pdf] - - |7 x|
'@File Edit View Document Tools Advanced Window Help =& x|

S Fopn ™ [ seve (et (B Email ) Search |- T1 GrestePOF - ) Review a Commert B‘Sacural- A s - -‘
[0 Misited -f@lin WH G 0-B-3-& - 0C 0w - @0 Bl Grontes -

SDWV Crim Jmt-Prsn(Rev. 04/05) Judgment in a Criminal Case-- Prison / l
Sheet 1

UNITED STATYKS DISTRICT COURT
istrict of West Virginia, at: SELECT ONE: -

k Achvanced Editing

[~

Bookmarks:

@
=
=

E
=
=

e

Southern

UNITED STATES OF AMERICA JUDGMENT IN A CRIMINAL CASE
V.

Case Number:
USM Number:

Defendant’s Attorney

Text Boxes: Simply click in the appropriate place and begin typing. You may move the
cursor either with your mouse or by tabbing from one spot to the next.

UNITED STATES OF AMERICA JUDGMENT IN A CRIMIN
Vv

@G D. DRUG@INN Case Numbe

TUSM Number: 987-456
Abraham Lincoln
Defendant’s Attorney

-Check Boxes: Place the cursor over the box and click.

THE DEFENDANT:
[1 pleaded guilty to count(s)

[1 pleaded nolo contendere to count(s)
which was accepted by the court.

— &1 was found guilty on count(s)
after a plea of not guilty.

1,2, and 3 o

SDWV-04-28-05 Page 1 of 8
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-Drop-down menus: Click the arrow and make the selection:

| 2 Adobe Acrobat Professional - [3&C Prison-.pdf]
| @ Fil= Edit ¥iew Document Tools Advanced Window Help

P open P BSave | = Print QEmaiI ﬁSearch %m Create FDOF = 17-: Revieww & Comment = @Secure - ésign v|mAdvancedEdrting -
I [TiseectTed - @2 v W B § W-B-T-& - ) [ ®150% - @ |f 0* FOE S howTa? -‘

===
=181

AWV Unm Jn 1[—1"1'51'1LKC\'. D udgment m a Lrimina ase-- Frison
e Sheet 1 \ g
a UNITED STATES DISTRICT COURT \ f
o Southern District of West Virginia, at: SELECT ONE: -
=
2 UNITED STATES OF AMERICA JUDGMENT IN A CRIBECKLEY
d V. BLUEFIELD
% DOUG D. DRUGRUNNER Case Number: 2:05-CR-1234 |CHARLESTON
7: TUSM Number; 987-456 HUNTINGTON
g Abraham Lincoln PARKERSBURG
:I Defendant’s Attorney

8 B: Editing: Completing the forms is easy. But what about editing them?

1. Deleting Pages: Once you complete a form, you see that you don’t need certain
pages. To delete unnecessary pages in PDF, go to the Document-

2 adobe Acrobat Professional - [STUCK J&:C 04-21-05.pdf]
@ File Edit View( Document )Tools  Advanced ‘Window Help

P —
e 3 A i q - =k - - Eﬂj - - -
Open Ch‘b E Save [; Print ‘;'_. Email ﬁ Search E E Create PDF T Reviewy & Comment | Secure Z Sign

[ &) Tiisesros - @il W B G W -8-17F-

m Advanced Editing

-

SDWV (Rev. 04/05) Amended Judgment in a Criminal Case (NOT
Sheet 1

UNITED STATES DISTRICT COURT
Southern District of West Virginia, at: HU]I

UNITED STATES OF AMERICA AMENDED JUDGMENT I

|ayers\q Signa‘tures\q Bookinarks

SDWV-04-28-05 Page 2 of 8



ECF ATTORNEY TRAINING MANUAL

PDF Fillable Forms

-Then click on Pages and choose Delete.

B2 adobe Acrobat Professional - [STUCK J&C 04-21-05.pdf]

@HIE Edit ‘iew | Document Tools Advanced Window Help

Add Headers & Foaters. ..
Add Watermark & Background. ..

|
| =

Lo

Add a Comment

Compare Documents, .,

Summarize Comments...

Impart Comments. ..
Expart Comments. ..

Export Comments ko wWord, .,

Insert Shift+Chrl+I

& Comment  ~ B S

Extract

Replace

Rotate Shift+Ctrl+R

Set Page Transitions...

Eile Attachments. ..

UNITED STATES D

District

ﬂ Security. L3
Z Digital Signatures L3
Paper Capture »

Preflight. ..

IPages\q Layers\‘ Signatures “ Bookmarks ™, I ~

Date of Odeiginal Indamaent-

AMERICA

L STUCK

Anril 14 2008

-Tell it which page or page range you want to delete:

AN

1 04-21-05.pdf]
ed Wwindow Help

Email i Search

DT cremeror o Review & comment + () seours + @ son -

[l Nﬂanced Eciting

ﬁ%ﬁ H-IT -

hded Judgment in a Criminal Case

%Q'.J .EOED%

: How To.? -

(NOTE: Identi

Southern

b TATES OF AMERICA
V.
b MITCHELL STUCK

udgment: _April 14, 2005

~ — pEEEN
1ded Judgment)
1dment: O Zeleize

 on Remand (18 US.C. 3742(1(1
for Changed Circumstances (Fed

* Frfm:

k by Sentencing Court (Fed. R. Cr

UNITED STATES DISTRICT C

District of

|2|_ To: ll_ of &

URT

West Vitginia, at: HUNTIN

AMENDED JUDGMENT IN A (

2:04-00190
07579-088

Case Numbgf:

USM Nupfber:
MMatthayl \irtar

x|

ipervision Conditions (18 US|
hposed Term ol Tmprisonment

ns (18 U.S.C. § 3582(c)(1))

Cancel |

hposed Term LJFImprhtmmenl

b for Clerical Mistake (Fed. R. Crim. P. 36)

to the Sentencing Guidelines (18 UL.S.C. § 3582(
O 2

[ Direct Motion to District Court Pursuant
[ 18 U.S.C. § 3559(c)(T)

[J Modification of Restitution Order (18 U.S.C. § 3|

SDWV-04-28-05

Page 3 0f 8
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PDF Fillable Forms

You’ll get a second chance warning:

If it is correct, click Yes.

A_anor N Aatthmies Vinkar
] Adobe Acrobat x|
& Are you sure you wankt bo delete page 27
C
il my
S.(
F my

2. Adding Pages: Again, go to the Document-and Pages- then select Insert. This will
bring you to a file folder and you’ll have to choose the page you want to insert:

Fessional - [STUCK J&C 04-21-05.pdFf]

bcument  Tools  Advanced  ‘Window  Help

\

I Save L:\ Prirt e] Email ﬁ Search

=h = . .
ﬁ Creste POF + | Review & Comment Q] Secure Z Sign

m Advanced Editing

@iy U G E-B-T-Q -]

(Rev. 04/05) Amended Judgment in a Criminal Case
Sheet 1

D’ﬁ @ 150% - @ |2 0% FOE S How T -

X
\

(NOTE: Identiy Changes with As

Southern

UNITED STATES OF AMERICA

‘/r Select File To Insert

UNITED STATES DISTRICT COURT
West Virginia, at:. HUNTINGTON

District of

AMENDED ITTDMGCMENT IN A
.... IS

THOMAS MITCHEI

Look in: I 4 Individual Pages

x| « &k B

History

of Original Judgment: _
ate of Last Amended Judgmen
on for Amendment:

'@Adnl Terms for
rrection of Sentence on Remand (18

[duction of Sentence for Changed Cir Crim Manetary

B35(b))

rrection of Sentence by Sentencing (

rrection of Sentence for Clerical Mis )
File name:

Filez of type:

ﬁndditional Counts of Convickion
'@Addnl Cndns of Supervision
@Addnl Forfeited Property
'@Addnl Imprisonment Terms
@nddnl Restitution Payees
'@Addnl Supervised Release

'@Amended J2C page 1

@Denial of Benefits
I@Imprisonment page

@Probation pages 1 and 2
I@Schet:lule of Payments

@Speual Conditions of Supervision
I@Supner\u'\secl Release

IMINAL (

Monetary Penalties

panalties

582(c)(1))

IAdobe PDF Files *pdf)

Select I

L L

DEFENDANT:
leaded guilty to count(s)

ions (18 ULS.C. §8 3563(c) or 35

mprisonment for Extraordinary an

mprisonment {or Retroactive Ame]

S.C. § 3582(c)(2))

buant [ 28 U.S.C. § 2255 or
Cancel |
| cetng | I8 US.C. § 3664)

leaded nolo contendere to count(s)

‘hich was accepted by the court.

SDWV-04-28-05

Page 4 of 8
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PDF Fillable Forms

Tell it where to put the additional page:

04/05) Amended Judgment in a Criminal Case
Sheet 1

(NOTE: Identify Changes with /

Southern District of

UNITED STATES DISTRICT COURT
Jest Virginia, at: HUNTINGTON

INITED STATES OF AMERICA
v

'THOMAS MITCHELL STUCK_ = Case

,]'igi llal lll dg]]](‘]lt . April 14 2005 Insert File:  Crim Monetary panalties, pdf

F Last Amended Judgment) Loeation: | After =
. At

for Amendment: Fage iy

n of Sentence on Remand (18 U.S.C. 3742(1)( " First
n of Sentence for Changed Circumstances (Fe " Last
Fpage: 3 of &

m of Sentence by Sentencing Court (Fed. R. C

AMENDED JUDGMENT IN A CRIMINAL

imber: 2:04-00190

= b79-088

hervision Conditions (18 U.S.C. §§ 3563(c) or 3
hosed Term of Tmprisonment for Extraordinary ¢

s (18 ULS.C. § 3582(c)(1))

m of Sentence for Clerical Mistake (Fed. R. Ci

.

Caneel

hosed Term of Tmprisonment for Retroactive An
uidelines (18 U.S.C. § 3582(c)2))

FENDANT:

bd guilty to count(s)

T omrect ot o strict Court Pursuant |:] 28 U.8.C. § 2255 or
[J 18 US.C. § 3559(c)(7)

[ Modification of Restitution Order (18 U.S.C. § 3664)

»d nolo contendere to count(s)

was accepted by the court.

und guilty on count(s) 2 and 4 of the superseding indictment

plea of not guilty.

lant is adjudicated guilty of these offenses:

-Click OK and it will make the addition to the document.

3. Extracting Pages: If you want to copy a page from a document, but do not want to
alter the original document, use the Extracting Page feature. Go to the Document-and Pages-

then select Extract.

Be sure not to click the Delete Pages After Extracting feature, as this

will eliminate pages from the original document:

Once extracted, you may rename the page and place it into
other documents, use it as a template, etc.

A AfFnar and chall caadaeaat .

s temath Al aend e

el
B
Erom: IE Io: |2 of &

I Delete Pages After Extracting

.

Cancel

SDWV-04-28-05
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PDF Fillable Forms

4. Editing Type: When you need to edit type that is not in a text box, you may use the

TouchUp Text Tool, located either on your tool bar:

2 Adobe Acrobat Professional - [STUCK J&C 04-21-05.pdf]
@File Edit “iew Document Tools Advanced ‘Window Help

E ‘bOpen @b Sava L::Prirﬂ (’hJEmail ﬁSearch

E‘ Creste PDOF - 11-'4‘ Review & Commert - E]Secure - ZSign -

m Advanced Editing

Touchgp Object Tool

%WI’ESeIEdTen - z_:i:| n g G M- H-T-Ee -] ’ﬁ@ 150% - @ | 0% FOE ] HowTa.? v|
[J The defendant shall cooperate in th directed by the probation officer. (Check, if applicab

[0 The defendant shall register with th

Bookmarks

+ Expand This Buttan

ristration agency in the state where the defendant resid

student, as directed by the probatiorormeer—romeos, applicable.)

Or you can find it at Tools-Advanced Editing-TouchUp Text Tool:

g2 Adobe Acrobat Professional - [STUCK J2&C 04-21-05.pdf]

@ File Edit Yiew Document | Tools Advanced Window Help

% 2 Dpen L}G B Save Commenting 4 m Create PDF - ~ w—L Review & Commert -~ B Secure - Z Sign - Lk] Advanced Ediing | -
o - = Advanced Commenting r — - S - = e fm | o

i l{l? I:T_:SelectTeﬁ - i_j — N H - El ik GJ% - B |:1| = 180% AN 0 3 E E_;]HDWTD..? -

[0 Thed zoom »  in the collection of DNA as directed by the probation officer. (Check, if applica
£ O Thec Frm—— Sl s pistration agency in the state where the defendant resi
a studeTir, a5 arrected by e pl B crop Tal hplicable.)

. . .| @ ik Tool . . . n .
Z; [0 The defendant shall particip: | NG domestic violence. (Check, if applicable.)
z Forms
¢ E
E If this judgment imposes a fi T movie ool ion of supervised release that the defendant pay in acd
i Schedule of Payments sheet of thi &) sound Tl
u The defendant must comply [mesdtpseioal T hat have been adopted by this court as well as with an
& on the attached page. Dk Touchup object Tool

Shaw Advanced Editing Toolbar . . R

g z 7 ITIONS OF SUPERVISION
£

With this feature, you can change virtually anything typed on the document. Once you
select the TouchUp Text Tool, highlight the text you wish to modify and make the change:

in =TT ev. 04/05) Judgment in a Criminal Case-- Prison
Supervised Release

(NOTE: Tdentily Changes with Asterisks (7))

N————

Judgment—Page 3 of B

NV A-Pren ey, 0405) Judgment in a Criminal Case-- Prison
Page 3 Bupervised Release

(NOTE: Tdentify Changes with Asterisks (7))

FENDANT: THOMAS MITCHELL STUCK

Judgment—Page 3 of &

SDWV-04-28-05
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ECF ATTORNEY TRAINING M

ANUAL

PDF Fillable Forms

5. Preparing the form for submission to the Clerk’s Offfice: Upon completing the
form, be sure to PRINT to PDF rather than merely saving the form. The fields in saved fillable
forms will sometimes not appear in CM/ECF.

-Go to File-Print:

—_—

E rages " Layers “§ Siratures “§ Bookmarks I, ‘

2 Adobe Acrobat Professional - [STUCK J&C 04-21-05.pdf]

File:

» 5 Rewiew & Commert ~ E] Secure - ZSign

=] creste FOF

H-IT-

@\vIJDE@GD% - ®

_l in the collection of DNA as directed by the prob

Edit “iew Document Tools Advanced ‘Window Help
" Creake PDE 3
¥ open... ctri+o
|2 My Bookshelf. ..
Ernail. ..
Close Chr+-w
B Save Chrl+S
Save 5. Shift+CErl+5
Save as Certified Document. ..
Revert
Reduce File Size. ..
"’ Send by Email For Review. ...
& Upload For Browser-Based Review. ..
G Back Cnline
= Send Comments ta Revien Initiatar. .
Export Comments to Word. ..
Docurnent Properties.. . Chr+D
Print Setup... Shift+Ckrl+P
Print with Camments... Chrl+T
PrintMe Inkernet Printing... Ale+Chrl+P

the probation office in the district to which the de

other federal, state or local crime.

possess a controlled substance. The defendant st
mit to one drug test within 15 days of release froj
irt.

ion is suspended, based on the court’s determinat
ck, if applicable.)

ss a firearm, ammunition, destructive device, or a

rith the state sex offender registration agency in th

1 atad ah) 1o -l Lded

-Choose Adobe PDF as the printer:

-Click OK:

e 21X
— Printer
Mame: |HP Lasewlet 3300 Series PCLE j Properties |
Sadvsh_scarhSYSTEMST 2 |
Status: WASE SCAMMSYSTEMS? I Prirt to file
I Prirt color as black
Caton PS-IPU Color Laser Copier +52.3
r— Print Flang| Fax — Previe
& Al |Gloria Colar 3 a5 3
HF Laser)et 3300 Series PCLE
™ Currentvem

" Cunent page
i Pagesfroml‘l b |B

Subset:| All pages in range ‘l [~ Reverze pages

— Page Handling
Copies: 1

I Shiink large pages = l

V¥ Auto-Flotate and Center

Fage Scaling:

™ Choose Paper Source by PDF page size

Print ‘/hat:

IDocument and camments ‘I
fir Tlpsl Advanced I

sl

Unitz: Inches Zoor: 36%

) ok I Cancel

SDWV-04-28-05
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ECF ATTORNEY TRAINING MANUAL PDF Fillable Forms

-Name the file and place it where you choose:

boverorriens 21x]

Save if: I@M}l Documents j - =k E-

| cmECF @Order setting 2-15-05 status conference
|1 Corel User Files @Print 38

IHTML Flerint test

| My eBooks @Snuffer-signed reply

@My Pictures @Test Frm AQ

" hew Folder

1 Readiis

ts AR

P 4s of 1-21-05

7| Calumbia Gas 11-08-04
ECDVEI’ w Pics

DAk Aleta 1-6-5

Filz name: ITEST J&C 04-29-05 j Save I
Save as type: |PDF files [~.PDF) 4| Cancel |

2

6. Other User Tips: You will be doing yourself a big favor if you save originals of each
form on your computer. When you want to complete one for a case, rename it.

-IMPORTANT: When naming PDF forms after completing them, use the Save As
function. If you repeatedly hit the Save button, it multiplies the size of the file
exponentially. So complete the form to the fullest extent possible, then hit Save As to
rename and save it.

-You would want to save the file while you are still working on it. If you Print to PDF, it
closes all text box and check box fields and pull-down menus, so that to make any further edits,
you’ll have to use the TouchUp Text Tool as described above.

- To create the § symbol in Adobe, use Alt 21. The key is that this only works with
the numbers on the number pad to the right of your keyboard. The Numbers Lock button must
be disengaged. The numbers at the top of your keyboard will not work for this function.

7. Questions, Comments, Suggestions: If you have questions, comments or
suggestions regarding fillable forms, especially J&C fillable forms, contact Bill Hinerman, Chief
Deputy Clerk, at Bill_Hinerman@wvsd.uscourts.gov, or 304-347-3050.

SDWV-04-28-05 Page 8 of 8



ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
§ A: Complaint

Emailing Case Opening Documents— 8§ A: Complaint

To email a case opening document to the Court, complete the requisite documents and attach
them to an email. This option is available only in IFP cases with counsel, or when you provide
the Clerk’s Office with your credit card number and authorization to charge your card for the
filing fee. If you are paying the fee by check, you must bring it to the Clerk’s Office or tender
payment by mail. You must send the email by 5:00 P.M. for filing the same day. Any filing that
arrives after 5:00 P.M. at the Court will be dated the next day. See the credit card authorization
section of the attorney authorization form on the Court’s web site.

1. Complete the necessary documents; convert to PDF; save to a file.
a. Complaint: Complete a complaint in a word processing program and convert it to PDF
format. (To convert to PDF, you must have a PDF writing program on your computer.)

b. Civil Cover Sheet: Use the PDF fillable form (Form WVSD/DC-0001) on the Court’s
web site for the civil cover sheet.

-Go to http://www.wvsd.uscourts.qov/

-District Court

; Unite 1 States Federal Courts - Southern District of West ¥irginia - Microsoft Internet Explorer

File  Edit ew Favorites  Tools  Help

opack - - @) [ A | @search [ravortes @veda B | 5 S Bl - 12

address [{&) hkepfjwmm.pvsd scourts, govf

United States Federal Courts
Southern District of West Virginia
District Court
Bankruptey
Court
Probation Office
Locations

Announcements

Clerk's Office Court Administration
Roor 0 Room 3200

30 ia Street E.

Charleston,

(304)

Hours of Operation are from §:30 A M. to 5:00 P.M. Monday through Friday

SDWYV 08/0105 Page 1



ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
§ A: Complaint

-Choose Forms:

3 United States District Court - Southern District of West ¥Yirginia - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

GBack + = - (D ﬁ| Qsearch [ElFavorites GMedia % ‘ - § R

Address I@ Rkt o veresd . uscourks, govdistrick findes:. him \

» United States District Court
Southern District of West Virginia

Attorney Admission Forms

CJA Plan Judges

CJRA Plan Jury
U.S. Bankruptcy CM/ECF / Pacer Login Multidistrict Litigation

CM/ECF Information Points of Contact

G gk e AT Post-Judgment Interest
1.5 Probation Rates

Manrt Rannrtare Puhlichad inininnec

-Select Case Opening Documents (civil):

/3 Forms - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

GBack + = - (D 7at | @ search  [ElFavorites  dfMedia ®| - S B -5

Address I@ bkt f o wesd . uscourts. gow fdistrick fFarms. hkm

United States District Court
Southern District of Wegt Virginia

¥

Post Judgment Remedies (civil)  Attorney Specific Forms

Case Opening Documents (civil

U5 Bantruptcy

1.5 Probation

-Civil Cover Sheet

SDWV 08/0105 Page 2



ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS

§ A: Complaint

-Complete the form_on-line, name it and save it for filing in CM/ECF.

/3 Case Opening Documents - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help

$aBack ~ = - (@) ot ‘ G 5earch @Favor};{ FhMedia &% | - S

Address I@ http:,l’,l’www.wvsd.uscourts.gov,l’district,l%ﬁ)pening.htm

 Unifed States District Court
Southern District of West Virginia

Civil Cover Sheet
Consent Forms
Summeons

Application to Proceed without
Prepayment

||| Address [&] hitpfjumn.vwesd uscourts. govfdistrict Forms ivilcover.pdf

j a0 |L|nks ”|'@ -

i Save aCopy | (= Print (B0 Email Search = ' [aEENE - ] = 180% - @ |5 " Review & Comment - Sign -
L] <] T H | H |

U = e |2 LA
S I‘{Saves a copy of the file |

WVSD/DC- 0001 (Rev. 03/05)

Bookmarks

CIVIL COVER SHEET

This Crvil Cover Sheet and the information contained herein neither replace nor supplement the filing and service of pleadings or other papers as required by law. except as provided

by local rules of court. This form, approved by the Judicial Conference of the United States in September 1974, is required for the use of the Clerk of Court for the purpose of initiating
the civil docket sheet. (SEE INSTRUCTIONS ON THE FOLLOWING PAGE OF THE FORM.)

I. (a) PLAINTIFFS

Zechariah Zimmerman

Signatures

DEFENDANTS
Andrew Anderson. Billy Ray Boggs, Carlton Caldwell

(b) County of Residence of First Listed Plaintiff
(EXCEPT INU.S. PLAINTIFF CASES)

County of Residence of First Listed Defendant Kanawha
(INU.S. PLAINTIFF CASES ONLY)

NOTE: INLAND CONDEMNATION CASES, USE THE LOCATION OF THE
LAND INVOLVED.

(c) Artorney’s (Firm Name, Address, and Telephone Number) Attorneys (If Known)

II. BASIS OF JURISDICTION  (Place an “X” in One Box Only) III. CITIZENSHIP OF PRINCIPAL PARTIESPlace an “X” in One Box for Plaintiff
(For Diversity Cases Only) and One Box for Defendant)
31 US. Government 3 3 Federal Question PTF DEF PTF DEF
Plaintiff (U.S. Government Not a Party) Citizen of This State 31 DO 1 Incorporated or Principal Place J4 04
of Business In This State
02 US. Government 3 4 Diversity Citizen of Another State 302 O 2 Incorporated and Principal Place s 3ds
Defendant (Indicate Cifizenship of Parties in Irem I of Business In Another State
Lt L il tof o b | b | Eoraign Nation b S b A

[rI=]

SDWV 08/0105 Page 3



ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
§ A: Complaint

-Sign: You must sign and date the Civil Cover Sheet. To sign, use the /s/ designation per
the Court’s local rules.

VI. CAUSE OF ACTION

Brief description of canse:

[VII. REQUESTED IN T CHECK [F THIS IS A CLASS ACTION DEMAND § CHECK YES only if demanded in complain:
COMPLAINT: UNDERFRCP 23 JURY DEMAND: D Ve ONo
VIIL. RELATED CASE(S) . .
IF ANY (See SO, 1pGE DOCKET NUMBER
[DATE SIGNATURE OF ATTORNEY OF RECORD
/s/ Abtaham Lincoln, Attorney for Plaintiff
[FOR OFFICE USE ONLY —

RECEIPT = AMOUNT APELYING IFP JUDGE MAG. JUDGE

-When you have the form properly completed, save it in a file of your choice using a
naming convention of your choice.*

*However, the name should indicate to the Court what the document is and to what
case the document is related: e.g., Zimmerman Cover Sheet.

c. Summonses: Complete the appropriate summons for your case. The Court has
summonses posted on the Court web site, supra, at http://www.wvsd.uscourts.gov/
-Plaintiffs must list all parties on the summons.
-Prepare individual summonses for each individual defendant.
-1f the style block on the summons is not large enough to accommodate the names
of all parties, type “SEE ATTACHED LIST” in the style block and attach a
separate page listing all remaining parties.

-1f necessary, list the remaining parties on a separate page and convert to PDF:

B Aok Acrobial Professional - [Pasty List Mobie of Resirvalgdl] =17 x|

THFle Edt View Document Took Advarced Window Heb =% =]
Dopen P [ s Pl (D Emed ) Search | T Coesdo POF - ' Review & Comenert. - Securn A Sgn = | [y Advoecod Bdting |-
) Iriseectren - [k L O WM-8B-17T-|® - &1 = @ || O O] rewras -

Attached List of Parties
to Summons to Notice of Removal

=

Zimmerman v. Anderson et.al.

ZACHARIAH ZIMMERMAN
Plaimntff,

Vs,

ABRAHAM ANDERSON,

BARTHOLOMEW BOGGS,

CARLETON CALDWELL
Defendants.

)
)
)
)
)
)
)
)
)

SDWYV 08/0105 Page 4



ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
§ A: Complaint

-1f the summons is in proper form and properly completed pursuant to Rule 4 of the
Federal Rules of Civil Procedure, the Clerk’s Office will print, sign, and seal each
summons, then return it by mail or at the Clerk’s Office counter to the filing party, who
remains responsible for affecting service of process.
-Whether filing electronically via email or conventionally, the filing party
remains responsible for service of the summonses and complaint on all parties.

-1f the summons is NOT in proper form pursuant to Rule 4 of the Federal Rules of Civil
Procedure, the Clerk’s Office will telephone you to resolve the imperfection.
-The Clerk’s Office will NOT sign, seal and mail summonses that are not in
compliance with Rule 4 of the Federal Rules of Civil Procedure.

d. Exhibits: If you have exhibits to submit to support your complaint, you must convert
them to PDF format.
-Electronic format: If your exhibits are documents in a word processing format,
converting them to PDF through a PDF writing program is significantly better and
more efficient than scanning the printed documents.
-Paper format: If your exhibits are paper documents, scan them into PDF format.

2. Attach the documents to an email to the Clerk’s Office.
a. Email Address: Send the complaint, civil cover sheet, summons(es), and any exhibits
to wvsd _newcases@wvsd.uscourts.gov
b. Subject Line: Put “New Civil Case” in the subject line.
c. Text of email: In the text of the email, explain what you are submitting to the Court,
how many summonses you are including, and whether you are submitting any exhibits:

m Addresses = Calendar ~ HNotepad ~

Send | Save as a Draft I Spell Check Cancel

Insert addresses | Add ©C - Add BCC

To: |wvsd_newcases@wvsd.uscouns.gov

Subject: INeW Civil Case

Attach Files |

Dear Clerk,

Attached are a new oivil case with all accompanving
documents.

Put in this emw=sil anything you'd normally put in a cover
letter. This text will not appear on the docket sheet.

Sincerely,

Attorney of Record

SDWYV 08/0105 Page 5



ECF ATTORNEY TRAINING MANUAL

EMAILING CASE OPENING DOCUMENTS

§ A: Complaint

d. Attach files: When you attach the respective files, be sure to name them so that the Clerk’s

Office personnel can easily identify them. For example:
-Complaint, with Plaintiff’s name; e.g.: Zimmerman Complaint

-Civil Cover Sheet, with Plaintiff’s name; e.g.: Zimmerman Civil Cover Sheet

-Summons for specific party; e.g.: Summons for Defendant Anderson

m Addresses ~ Calendar ~ Notepad ~

What's New |

Send | Sawe as a Draft | Spell check

Cancel

Insert addresses | Add CC - Add BCC

To: |wvsd_newcases@wvsd.uscouns.gov

Subject: |New Civil Case

Attach Files |

@ Injuredguy Complaint.pdf (12k) [Remove] . @ Injuredguy Civil Cover Sheet.pdf (232k) [Remove] | @ Injuredguy App to Proceed w-o Prepayment.pdf (79k) [Remaove] ,
@ Ex A pt 1 pp 1-50.pdf (59k) [Remove] . ‘@ Ex A pt 2 pp 51-100.pdf (12ik) [Remove]

Dear Clerk,

docuents.

Sincerely,

Attorney of Record

Attached are a new civil case with all accompanying

Fut in this email anything you'd normally put in & cover
letter. This text will not appear on the docket sheet.

3. Final Points:

1. Case Opening Generally: Attorneys cannot open new cases at this time. CM/ECF will eventually

include the tools necessary for attorneys to open cases. Until that time, however, the Court will allow

attorneys to submit case opening documents as attachments to emails.

2. Other documents via Email: The Court will accept no other documents through email. This email

exception applies only to case opening documents and applies only until CM/ECF includes the tools

necessary to allow attorneys to open cases. We hope that this occurs during 2005.

3. Reply Emails: The Clerk’s office will not respond to attorneys with a reply email. Attorneys will
know their case opening documents resulted in a new case when they receive the associated NEF. If an
attorney emails case opening documents to the Court and does not receive a NEF within two business
days, the attorney should contact the Clerk’s office to ensure that the Court received the email and

attachments.
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ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
8 B: Notice of Removal

Emailing Case Opening Documents 8B: Notice of Removal

To email a case opening document to the Court, complete the requisite documents and attach
them to an email. This option is available only in IFP cases with counsel, or when you provide
the Clerk’s Office with your credit card number and authorization to charge your card for the
filing fee. If you are paying the fee by check, you must bring it to the Clerk’s Office or tender
payment by mail. You must send the email by 5:00 P.M. for filing the same day. Any filing that
arrives after 5:00 P.M. at the Court will be dated the next day. See the credit card authorization
section of the attorney authorization form on the Court’s web site.

1. Complete the necessary documents; convert to PDF; save to a file.

a. Notice of Removal: When filing a Notice of Removal, prepare it in a word processing
program and convert it to PDF. You must sign the Notice of Removal in compliance
with the Local Rules of this Court and Rule 11 of the Federal Rules of Civil Procedure
(e.g., s/ Abraham Lincoln). Scan all documents from the state case that you would
ordinarily file in a removal action (including, but not limited to, the complaint,
summonses, amended complaint, any answers filed in any action, pending motions with
supporting documentation, and any order signed by a state court judge).

b. Civil Cover Sheet: Use the PDF fillable form (Form WVSD/DC-0001) on the Court’s
web site for the civil cover sheet.

-Go to http://www.wvsd.uscourts.gov/

-District Court:

| 3 United States Federal Courts - Southern District of West ¥irginia - Microsoft Internet Exploren

=181

Favorites  Todls  Help ‘-
wpack + - @D (8] & | Dsearch GFavortes @vedis F | By S B - 12

address [{€] heepjwom.wvsd. uscourts. govf | oo |unks >

File  Edit  Wiew

l
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ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
8 B: Notice of Removal

-Go to Forms:

| United States District Court - Southern District of Wes': ¥irginia - Microsoft Internet Explorer

ile  Edit  Miew Faworites  Tools  Help

| Back - = =~ @ ) ‘ asaarch (5] Favarites edia @ | %- =] -

Hdress I@ hitep: f fvav, wevsd uscourts  gov [district findes. htm

R United States District Court

Attorney Admission R Forms
CJA Plan Judges
CJRA Plan Jury
1.5 Bankruptey CM/ECF / Pacer Login Multidistrict Litigation
CM/ECF Information Points of Contaet
LR e AT, Post-Judgment Interest

_vsromin Rates
Conrt Bennrtoare Puhliched Oniniang

-Case Opening Documents (civil):

/3 Forms - Microsoft Internet Explorer

File Edit ‘iew Favaorites Tools Help

Back ~ = - (D ot | Qhsearch GFavorites  SMedia o4 | By S @ -

Address I@ hiktps ) frwms wevsd .uscourts govfdistrickfForms, htm \

. United States District Court

Southern District of West Virginia

1.3 District ! RN
Case Opening Documents (civil)

Post Judgment Remedies (civil)  Attorney Specific Forms

1135 Banlkruptey

.5 Probation
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ECF ATTORNEY TRAINING MANUAL

EMAILING CASE OPENING DOCUMENTS
8 B: Notice of Removal

-Choose Civil Cover Sheet:

3 Case Opening Documents - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help

P Back ~ = - @ ﬁ| @Search [Fe] Favorites @Media @ | %v =] %’v

Address I@ htkp: e, wvsd, uscourts, gowfdistrictfCaseOpening. hkm

/

United States

Southern Distri

of West Virginia

istrict Court

Civil Cover Sheet
Consent Forms
Summons

U5, Bankniptey

Prepayment

Application to Proceed without

-Complete the form on-line.

WVSD/DC- 0001 (Rev. 03/03)

Bookmarks

the civil docket sheet.

CIVIL COVER SHEET

This Civil Cover Sheet and the information contained herein neither replace nor supplement the filing and service of pleadings or other papers as required by law, except as provided
by local rules of court. This form, approved by the Judicial Conference of the Umited States in September 1974, is required for the use of the Clerk of Court for the purpose of mitiating
(SEE INSTRUCTIONS ON THE FOLLOWING PAGE OF THE FORM.)

@
L
5

B
c
k=

i

L. (a) PLAINTIFFS
Zechariah Zimmerman

(b) County of Residence of First Listed Plamntiff

DEFENDANTS
Andrew Anderson, Billy Ray Boggs. Carlton Caldwell

County of Residence of Furst Listed Defendant Kanawha

(EXCEPT IN U.S. PLAINTIFF CASES)

I Pages

((‘) Artorney’s (Firm Name, Address, and Telephone Number)

(IN U.S. PLAINTIFF CASES ONLY)
NOTE: INLAND CONDEMNATION CASES, USE THE LOCATION OF THE
LAND INVOLVED.

Attorneys (If Known)

II. BASIS OF JURISDICTION  (Place an “X” m One Box Ouly)

III. CITIZENSHIP OF PRINCIPAL PARTIESPlace an “X” in One Box for Plamtiff
(For Diversity Cases Only) and One Box for Defendant)

31 US. Government 3 3 Federal Question PTF DEF PTF DEF
Plamniff (U S. Government Not a Party) Citizen of This State a1 O 1 Incorperated or Principal Place J4 O4
of Business In This State
32  US Government O 4 Diversity Citizen of Another State 32 O 2 Incorporated and Principal Place s 3s
Defendant (Indicate Cirizenship of Parties in Trem IIT) of Business In Another State
Citizen or Subject of 3 | 0 3 TForejop Nation 6 06

Address |ej hitp:f fwsw.wesd. Uscourts, gov/districtiFarms/civilcaver , pdf =] e ‘Llnks > @ -
BSaveaCnpy‘.;; prit (B Email @) Search = M| N | Q = |:| E] = 150% - @ | 7| Review & Comment ZSign -
,—J-m = = = EFz :|3|
N/ ]: Saves a copy of the file
n
=
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ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
8 B: Notice of Removal

-Sign: You must sign and date the Civil Cover Sheet. To sign, use the s/ designation per
the Court’s local rules.

L z
VII. REQUESTED IN [J CHECK IF THIS IS A CLASS ACTION DEMAND § CHECK YES only if demanded in complaint:
COMPLAINT: UNDERFRCP.23 JURY DEMAND: DYes TNo
VIII. RELATED CASE(S) N
IF ANY (Seemstructions): - i DOCKET NUMBER
DATE SIGNATURE OF ATT ”X{OF RECORD
04/29/2005 s/ James D. Beam, Attorney for Defendant
FOR OFFICE USE ONLY T
RECEIPT # AMOUNT APPLYINGIFP JUDGE MAG. JUDGE
-Save: When you have the form properly completed, save it in a file of your choice using
a naming convention of your choice.*
v. 03/05) CIVIL COVER SHEET
et and the information cont: e d 3 YO
irt. This form. approved by t ) - A ithe
t. (SEE INSTRUCTIONS ON Savein: | (3 Demos R I = W 2
TIFFS ﬁCiviI Complaint B

'@Civil Cover Sheet- Zeller v dnderson et al
ECOmplaint Zeller v Andreson et al s)
ﬁ Surmmans- Anderson
I@Summons— Boggs

EITIALL

15

Residence of First Listed Pl ) summans- Caldwel end
(EXCEPTINUS. PL TIF]
N

File name: Zimmerman Cover Sheet j Save I _—

*However, the name should indicate to the Court what the document is and to what
case the document is related: e.g., Civil Cover Sheet- Zeller v. Anderson.
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ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
8 B: Notice of Removal

2. Attach the documents to an email to the Clerk’s Office.

a. Email Address: Send the Notice of Removal with all case initiating documents from
the state court action, civil cover sheet, and any other exhibits to
wvsd_newcases@wvsd.uscourts.gov

b. Subject Line: Put “New Civil Case: Removal” in the subject line.

c. Text of email: In the text of the email, include what you’d normally put in your cover

letter:
m Addresses ~ Calendar <~ | Notepad ~
Send | Save as a Draft | Spell Chack Cancel
Insert addresses | Add ©C - Add BCC

To: |w-rsd_newu:ases@wvsd.uscnur‘[s.gov

Subject: |New Civil Case: REMOWAL

@ FZimmerman Notice of Removal.PDF (10k]) [Remove] , @ Zimmerman Cover Sheet.pdf (253 [Rermove] | @ Sunar
d@ Docket Sheet.pdf (242k) [Remove]

Attach Files |

Dear Clerk,

Attached are the Zimmernan Notice of Removal and
associated documents.

In the text of the email, include what you'd normally put
in your cover
letter.

Sincerely,

Attorney of Record
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Send |

ECF ATTORNEY TRAINING MANUAL EMAILING CASE OPENING DOCUMENTS
8 B: Notice of Removal

d. Attach files: When you attach the respective files, be sure to name them so that the
Clerk’s Office personnel can easily identify them. For example:
-Notice of Removal, with Plaintiff’s name; e.g.: Zimmerman Notice of Removal
-Civil Cover Sheet, with Plaintiff’s name; e.g.: Zimmerman Civil Cover Sheet

m Addresses ~ Calendar ~ HNotepad ~

Save as a Draft | Spell Check Cancel

To:

Insert addresses | Add CC - Add BCC

|W\tsd_newcases@wvsd. uscourts.gov

Subject: |New Civvil Case: REMOWAL

@ Zimmermian Notice of Renowval .PDF (10k) [Rermove] ‘@ Zimmerman Cover Sheat.pdf (259k) [Rermove] . @ Summons- Zimmermian Case.pdf (242k) [Rermove] .

@ Docket Sheet.pdf (242k) [Remove]

Attach Files I

Dear Clerk,

Attached are the Zimmernan Notice of Rewmowval and
associated documents.

In the text of the email, include what you'd normally put
in your cover
letter.

Sincerely,

Attorney of Recorﬂ

3. Final Points:

1. Case Opening Generally: Attorneys cannot open new cases at this time. CM/ECF will
eventually include the tools necessary for attorneys to open cases. Until that time, however, the
Court will allow attorneys to submit case opening documents as attachments to emails.

2. Other documents via Email: The Court will accept no other documents through email. This
email exception applies only to case opening documents and applies only until CM/ECF includes
the tools necessary to allow attorneys to open cases. We hope that this occurs during 2005.

3. Reply Emails: The Clerk’s office will not respond to attorneys with a reply email. Attorneys
will know their case opening documents resulted in a new case when they receive the associated
NEF. If an attorney emails case opening documents to the Court and does not receive a NEF
within two business days, the attorney should contact the Clerk’s office to ensure that the Court
received the email and attachments.
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